NATIOML  SECRETARY 


Published  October,  February  and  May  by 
The  National  Aisociation 
of  School  Secretaries 


SecratariM,  Clerki,  AOmiiiistrstiva  Asiiftsntt 
in  public,  private  schools  and  collaaos 


OFFICERS 


CONSTANCE  KING  COWARDIN,  President 
John  Marshall  High  School 
Richmond  19,  Virginia 

ELEANOR  M.  DEARDEN,  Vice-President 
32  Spring  Street 
Springfield  5,  Massachusetts 

BELLE  S.  KUEHNY,  Vice-President 
Woodrow  Wilson  High  School 
Los  Angeles  32,  California 


KATHERINE  E.  MITCHELL,  Vice-President 
7152  Reynolds  Street 
Pittsburgh  8,  Pennsylvania 

MILDRED  C.  EARNER,  Recording  Secretary 
Board  of  Education,  P.  O.  Box  28 
Findlay,  Ohio 

SARA  MILNER,  Corresponding  Secretary 
Girls  High  School 
Atlanta.  Georgia 


EDNA  ATKINSON,  Treasurer 
Oak  Park  and  River  Forest  H  gh  School 
Oak  Park,  Illinois 

EXECUTIVE  BOARD 


LOUISE  H.  HENDERSON,  President  Emeritus 
539  Argyle  Drive 
Drexel  Hill,  Pennsylvania 

MARY  E.  BOWERS 

Board  of  Education 
Crawfordsville,  Indiana 

CATHERINE  DALY 

Board  of  Education 
1354  Broadway 
Detroit  26,  Michigan 

Editor 

KATHERINE  E.  MITCHELL 
7152  Reynolds  Street 
Pittsburgh  8,  Pennsylvania 


BETTY  ZIMMERMAN.  Junior  Past  President 
Steuben  Junior  High  School 
Milwaukee  10,  Wisconsin 

FLO  GARRETSON 

Scotch  Plains  Township  Schools 
Scotch  Plains,  New  Jersey 

GRACE  B.  HOLT 

Phoenix  Union  High  School 
Phoenix.  Arizona 

Assistant  Editor 
MARGARET  KLEISER 
Connelley  Vocational  High  School 
Pittsburgh  19,  Pennsylvania 


Advertising  Manager 
SARA  MILNER 

Girls  High  School 
Atlanta,  Georgia 


Contents 

Officers  and  Executive  Board  Members . 

Advertising  .  Sara  Milner 

Tomorrow  the  Teacher . F.  L.  Schlagle 

President’s  Message  .  Constance  King  Cowardin 

Editors'  Page  . Katherine  E.  Mitchell 

»  Margaret  Kleiser  Woodside 

Advertising  Rates  . . 

Service  Opportunities  by  School  Secretaries . Lester  K.  Ade 

Seeing  Ourselves  as  Our  Superintendents  See  Us . Flo  Garretson 

Pennsylvania  Proposed  Plan  for  Certi6cation  for  School  Secretaries . . 

An  Analysis  of  Secretarial  Duties  in  a  High  School  with 

Emphasis  Upon  Administrative  Responsibility . Jane  Grace  Whirling  Backstrom 

^  Workshop  for  Secretaries . Columbia  University 

Book  Nook . Eleanor  M.  Dearden 

Committee  on  Elections  . Betty  Zimmerman 

Would  You  Like  to  Swing  on  a  Star? . Mildred  G.  Earner 

. . Anne  J.  Critchlow 

. Ru*  Millett 

.7°“  - . B.  C.  Forbes 

Membership  . Belle  S.  Kuehny 

Sectional  and  State  Chairmen . 


CONSTANCE  KING  COWARDIN 
Presidtnt 

Rlchnond,  Virflnia 


BETTY  ZIMMERMAN 
Junior  Past  President 
Milwaukee,  Wisconsin 


ELEANOR  M.  DEARDEN 
Vice-President 
Springfield,  Massachusetts 


KATHERINE  E.  MITCHELL 
Vice-President 
Pittsburgh,  Pennsylrania 


BELLE  S.  KUEHNY 
Vice-President 
Los  Angeles,  California 


MILDRED  G.  EARNER 
Recording  Secretary 
Findlay,  Ohio 


EDNA  ATKINSON 
Treasurer 

Oak  Park,  Illinois 


SARA  MILNER 
Corresponding  Secretary 
Atlanta,  Georgia 


MARY  E.  BOWERS 
Executire  Board 
Crawfo:ds«ille,  Indiana 


CATHERINE  DALY 

GRACE  B.  HOLT 

FLO  GARRETSON 

Executive  Board 

ExKutive  Board 

Executive  Board 

Detroit,  Michigan 

Phoenix,  Arinna 

Scotch  Plains,  New  Jersey 

2 

_ 4 

\ 


Advertising 

Fellow  Secretaries : 

We  are  asking  you  to  read  carefully  every  advertisement  included  in  our  maga¬ 
zine.  Our  advertisers  have  something  to  offer  of  value  not  only  to  ourselves  but 
to  the  entire  school  personnel. 

We  want  you  to  patronize  our  advertisers  and  to  mention  THE  NATIONAL 
SECRETARY  when  you  write  to  them. 

Our  advertisers  are  not  only  firms  with  something  to  offer  us  in  the  way  of 
practical  aids  in  school  work,  but  they  are  our  friends  and  are  making  a  big  con¬ 
tribution  toward  the  publishing  of  THE  NATIONAL  SECRETARY. 

We  extend  to  them  and  to  each  of  you  our  cordial  good  wishes  for  the  New  Year 
and  we  urge  each  of  you  to  continue  your  efforts  toward  bringing  this  war  much 
nearer  to  to  an  end  in  1945. 

Sara  Milner 

Advertising  Manager 
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Teachers ! 


AMTMUIIC 


GET  BETTER  RESULTS  WITH 
CO-ORDINATED 


TIMI  WITH  DITTO  IISSON 
tOOKS.  Teachers  everywhere 
are  using  Ditto  Workbooks 
to  improve  classroom  alert¬ 
ness,  to  eliminate  needless 
lesson  copying  and  mark¬ 
ing,  to  add  to  their  leisure 
hours  for  relaxation  and 
fiin!  Mail  the  coupon  below 
for  Ditto  Supply  and  Work¬ 
book  Catalog — they’re 
FREE! 


DITTO 


Every  Dino  Supply  item  is  scientifically 
made  to  co-ordinate  chemically  with 
other  Dino  Supplies.  That’s  why  Ditto 
Co-ordinated  Supplies  always  produce 
the  best  copies! 

Today,  as  always,  genuine  Ditto  Sup¬ 
plies — Co-ordinated  Carbon,  Liquid, 
Paper — are  available  for  keeping  pre¬ 
viously  sold  gelatin  and  liquid  type 
machines  operating  at  the  peak  of  effi¬ 
ciency. 

Teachers  who  know  insist  on  using 
Dino  Co-ordinated  Supplies  exclusively 
for  100  per  cent  satisfaction. 


(  )  Send  me  New  Ditto  Supply  Catalos 
(  )  Send  me  "New  DinoWorkbook  Catalos” 
(  )  Arrange  a  DITTO  demonMration  for  me 
(  )  Send  me  "New  Short  Cuts  in  Education" 
(  )  Send  me  sample  lessons 

My  Same . 

School . 

AeUrtsi . 

City . State . 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


TOMORROW  THE  TEACHER 

F.  L.  SchUgl* 

Fratidcnt,  NaHonal  Education  Association 
and 

Suporintondont  of  Schools 
Kansas  City,  Kansas 


F.  L.  Schlaglo 


The  immediate  years  ahead  are  critical 
for  all  who  serve  the  American  schools. 
These  institutions  face  problems  of  post¬ 
war  conversion  as  fundamental  as  those 
of  industry  and  business.  Veterans  must 
find  their  places  again  in  civilian  life. 
The  schools  are  responsible  for  what  has 
been  called  a  billion  dollar  program  of 
education  to  assist  them  in  this  rehabili¬ 
tation.  As  soon  as  the  war  is  over,  a 
million  youth  will  return  to  school  from 
wartime  jobs.  Helping  them  to  pick  up 
the  threads  of  educational  careers  aban¬ 
doned  in  the  emergency  will  be  no  easy 
task. 

There  is  a  shortage  of  teaching  per¬ 
sonnel  which  is  undermining  the  quality 
of  American  education.  Student  enroll¬ 
ments  in  institutions  preparing  teachers 
have  decreased  more  than  one-half.  Re¬ 
turn  to  the  standards  of  education  ac¬ 
ceptable  before  the  war  is  not  enough. 
The  future  role  of  education  is  an  exact¬ 


ing  one.  Personnel  standards  must  be 
higher  than  they  have  ever  been  before. 

While  the  quick  adaptation  of  Ameri¬ 
can  youth  to  the  highly  technical  tasks 
of  modern  warfare  is  a  tribute  to  their 
schooling,  the  million  men  in  the  draft 
who  lacked  educational  requirements  for 
service  under  arms  indicate  the  extent 
to  which  American  educational  opportu¬ 
nity  is  still  unrealized.  We  must  elimi¬ 
nate  an  appalling  amount  of  functional 
illiteracy.  Moreover,  we  have  before  us 
the  need  of  establishing  and  revitalizing 
physical  education  and  health  programs. 
At  the  present  time  such  programs  are 
denied  to  more  than  one-half  of  the 
school  children  in  America. 

Education  has  a  vital  role  in  creating 
and  keeping  the  peace.  Fundamentally, 
war  can  be  prevented  only  through  the 
world-wide  acceptance  of  ideologies  of 
tolerance  and  understanding.  Ideology  is 
precisely  the  field  of  education.  Unless 
those  who  serve  in  our  educational  insti¬ 
tutions  are  awake  to  this  opportunity 
and  obligation,  no  agreement  to  quit 
fighting  will  eventuate  in  permanent 
peace. 

To  meet  these  increased  responsibili¬ 
ties,  the  National  Education  Association 
is  calling  to  action  all  who  serve  the 
schools.  A  five-year  program  of  unifica¬ 
tion,  expansion,  and  development  was 
adopted  last  summer.  The  program  con¬ 
sists  essentially  of  three  gdals:  (1) 
Nine-tenths  of  American  teachers  mem¬ 
bers  of  their  national  professional  organ¬ 
ization;  (2)  stronger  state  and  local  edu¬ 
cational  associations;  and  (3)  machinery 
for  instant  and  effective  cooperation  of 
all  educational  associations  in  advancing 
American  education. 

The  achievement  of  this  five-year  pro¬ 
gram  will  not  be  easy.  It  will  test  the 
fiber  of  the  educational  world.  Upon 
success  depends  in  large  measure  the 
position  of  teaching  and  correlated  serv¬ 
ices  as  occupations  in  the  future  Ameri¬ 
can  scene.  The  School  Secretaries  have 
an  important  part  to  play.  May  the 
New  Year  find  us  all  at  work  on  these 
tasks. 
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Constance  King  Cowardin 

With  memberships  still  coming  in,  and  educational  opportunities 
looming  brightly  on  our  horizon  for  all  members,  our  NASS  is  looking 
forward  to  a  decade  of  giving  “value  received”  to  its  membership. 

We  have  invested  ten  years  in  our  organization  so  far  and  now  we 
are  beginning  to  “bear  interest”.  For  instance — did  you  hear  o*f  secre¬ 
taries  belonging  to  educational  organizations — professional  organizations 
before  the  NASS  brought  the  idea  to  the  nation’s  villages  and  hamlets? 
Were  secretaries  included  as  a  matter  of  course  in  plans  for  retirement 
and  tenure?  (Of  course  we  still  have  a  long  way  to  go  along  that  line 
to  make  nationwide  legislation  for  secretaries!)  Salaries  are  becoming 
better  adjusted  over  the  country.  Superintendents  are  actively  assisting 
our  growth.  They  seem  to  realize  that  the  more  we  learn — the  more  we 
become  an  integral  part  of  the  educational  profession — the  greater  help 
we  will  be  in  our  own  “bailiwick”. 

Better  salaries  hire  better  secretaries.  Better  secretaries  do  better 
work.  Are  you  a  “tetter  secretary”?  Do  you  take  advantage  of  your 
opportunities?  Better  salaries  carry  greater  responsibilities.  Are  you 
a  vital  link  in  the  life  of  your  community?  Your  school?  Your  office? 

Did  you  mail  the  information  requested  on  the  tear  sheet  in  the 
October  bulletin  to  Miss  Catherine  Daly  for  her  records?  Yes — we  want 
you  to  pay  your  dollar  and  then  help  us  spend  it  so  that  all  of  us  may 
share  in  some  part  of  its  benefits.  Your  officers  and  Board  know  that 
we  cannot  always  make  the  right  decisions.  What  do  you  want  changed? 
What  improvements  in  your  organization  can  you  suggest? 

Become  a  part  of  the  life  blood  of  our  organization.  There’s  lots 
of  life  and  lots  of  blood.  Let’s  get  together! 

HAVE  YOU  RENEWED  YOUR  MEMBERSHIP  FOR  1944-1945? 


WEDDING  BELLS  RING  AGAIN!  side  were  married  on  Tuesday  eveningij 
Miss  Margaret  C.  Kleiser,  Assistant  January  23,  at  seven  o’clock  in  the  Rock- 
Editor  of  THE  NATIONAL  SECRE-  bend  Methodist  Church.  Corporal  Wood-, 
TARY,  and  Corporal  Gordon  E.  Wood-  side  had  recently  returned  from  Alaska.] 
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NEW  VALUE 


ON  SECRETARIAL  TIME  V 


The  Edison  Electronic  Voicewriter  releases  the  business  secretarj' 
from  the  necessity  of  merely  sitting  while  some  one  else  thinks. 

Now  all  of  her  time  can  be  productive  time.  The  potential  rewards 
for  her  services  are  correspondingly  increased  as  she  has  opportunity 
to  assume  more  of  the  functions  of  a  true  executive  assistant. 

The  integrated  Ediphone  course  provides  effective  training  for  this 
modern  secretarial  opportunity.  For  complete  details  write  Thomas 
A.  Edison,  Inc.,  West  Orange,  N.  J.  or 

Thomas  A.  Edison  of  Canada  Ltd.,  29-31  _ _  ^ 

Adelaide  St.  West,  Toronto  1,  Ontario. 


EDISON 

OICEWRITER 


d  i  p  h  o  n  e 

Thomas  A.  Edison,  Inc.,  West  Orange,  N.  }. 


KaHicriii*  E.  Mitchell,  Editor  Margaret  Kleiter  Woodtide,  Assiatant  Editor 


We  should  like  very  much  to  wish  you  a  happy,  happy  New  Yea| 
but  we  know  how  inane  the  words  sound  at  the  beginning  of  this  yea< 
of  1945.  What  then  shall  be  our  hope  for  the  new  year? 

For  our  country  and  our  allies  we  ask  victory ;  for  the  world  we  sec* 
a  peace  that  shall  not  again  be  interrupted  by  the  horror  that  is  warn 
Although  these  hopes  may  not  be  wholly  attained,  we  pray  that  1945  wil 
not  come  to  an  end  without  having  brought  us  much  closer  to  our  goa| 

May  we  as  individuals  not  shirk  the  burden  that  this  year  lays  upcMi 
us.  May  we  continue  to  live  with  kindness  and  honesty.  Although  our 
pleasure  and  joys  must  be  tempered  by  the  grimness  of  war,  we  wish 
for  each  of  you  a  year  filled  with  many  good  things. 

As  school  secretaries,  may  we  strive  for  the  feeling  of  satisfaction 
that  comes  when  we  know  that  we  have  done  our  work  well.  May  we 
give  of  our  spirit,  as  well  as  our  mind  and  energies,  to  the  work  which 
is  ours  to  do. 

As  a  national  organization,  may  we  continue  to  go  forward.  We 
have  not  yet  accomplished  all  of  our  aims,  but  we  are  moving  in  the  right 
direction.  May  this  year  be  the  one  that  will  see  the  achieving  of  many 
of  our  goals. 

Let’s  make  this  a  year  of  determination — a  determination  to  achieve 
everything  we  set  out  to  do.  Use  our  imaginations  and  picture  our¬ 
selves  as  being  something  worthwhile.  Continually  build  up  a  person¬ 
ality  picture  of  what  we  want  to  be.  Believe  in  ourselves.  This  gives 
us  the  courage  of  self-confidence. 

The  year  of  1945 — may  it  be  the  year  that  we  shall  look  back  upon 
as  the  one  wherein  our  hopes  and  ambitions  became  real. 


.  ADVERTISING  RATES 


1.  Two  entire  pages,  middle,  9%''  x  7^'' . $50.00 

2.  An  entire  page,  outside  back  cover,  4%"  x  7%" .  30.00 

3.  An  entire  page,  4%"  x  7%" . i .  25.00 

4.  A  half  page,  4%"  x  39i"  or  2*/4"  x  7%" . . .  15.00 

5.  A  quarter  pag3,  2%"  x  . .  10.00 


A  reduction  of  C5.00  is  given  if  you  wdsh  to  give  us  your  order  for  the  three  issues- 
(October,  February  and  May). 
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THE  WORLD  BOOK  ENCYCLOPEDIA 


For  over  a  quarter-century  THE  WORLD  BOOK  ENCYCLOPEDIA 
has  been  revised  and  improved  each  year.  War-time  difficulties  have 
not  interrupted  this  editorial  program.  To  the  contrary,  the  revisions 
these  past  several  years  have  been  even  more  extensive.  Today  you  are 
receiving  the  finest  edition  yet  produced. 

To  the  teachers  and  librarians  who  have 
YOUR  PATIENCE  helped  make  THE  WORLD  BOOK 

APPPECI  at  ED  ENCYCLOPEDIA  such  a  significant  con- 

AKPKEVlAI  El/  tribution  to  American  education,  we  ex- 
Del.,,  i.  A.  .Qd 


YOUR  PATIENCE 
IS  APPRECIATED 

Delays  in  the  manufacture  and 
delivery  of  materials  continue 
to  be  unavoidable.  These,  to¬ 
gether  with  the  steadily  in¬ 
creasing  demand  for  THE 
WORLD  BOOK  ENCYCLO¬ 
PEDIA,  occuionally  cause  de¬ 
lays  in  the  shipment  of  sets. 
Please  be  assured  that  orders 
are  being  filled  in  the  order  of 
their  receipt  and  that  the  pro¬ 
duction  of  THE  WORLD 
BOOK  ENCYCLOPEDIA  is 
proceeding  as  rapidly  as  is 
possible  under  existing  con¬ 
ditions. 


Your  cooperation  in  educational  surveys 
has  resulted  in  ever  closer  adaptation  to 
the  needs  of  the  school  curriculum.  Your 
editorial  contributions  to  the  continuous 
revision  program  have  produced  the  ency¬ 
clopedia  that  is  called  “indispensable  for 
elementary  and  high  school  use.”  And  the 
publishers  pledge  to  you  that  THE 
WORLD  BOOK  ENCYCLOPEDIA  will 
continue  to  justify  your  confidence  year 
by  year  in  the  future. 


THE  QUARRIE  CORPORATION,  PMishen 


as  I.  Waak 
Chicaga  1, 


SERVICE  OPPORTUNITIES  BY  SCHOOL  SECRETARIES 

■y  LESTER  K.  ADE 

Fomarly  Superintendent  of  Public  Inetruction.  Commonweelth  of  Penntylvenia, 
and  now  Director  of  Education.  W.R.A.,  Washington,  D.  C. 

School  Secretaries  occupy  a  strategic  position  in  school  administration  for  thi 
reason  that  their  function  touches  practically  every  department  of  the  school  system 
Their  service  opportunities  are  all  the  greater  because  their  duties  are  less  definitely 
defined  than  those  of  many  other  school  officials.  This  latitude  of  opportunity  car¬ 
ries  with  it  a  corresponding  responsibility  and  makes  it  highly  desirable  that  school 
secretaries  understand  the  underlying  philosophy  of  the  educational  program.  This 
is  especially  necessary  because  it  is  one  of  the  responsibilities  of  school  secretaria 
to  assist  in  harmonizing  and  coordinating  the  activities  of  the  several  department! 
of  the  school  that  the  entire  system  functions  as  a  single,  efficient  unit. 

School  Secretaries  are  charged  with  duties  that  are  both  varied  and  vital.  They 
are  called  upon  constantly  for  information  and  advice;  they  assist  in  collecting, 
tabulating,  and  disseminating  data  relating  to  the  operation  of  the  school;  they 
conduct  numerous  verbal  and  written  communications  on  educational  matters;  and 
they  hold  frequent  interviews  with  officials,  patrons,  and  representatives  of  organiza¬ 
tions.  In  a  true  sense  the  total  impression  which  a  school  system  makes  upon  visit¬ 
ing  officials  and  guests  is  often  largely  determined  by  the  contact  made  with  the 
school  secretary. 

The  school  records  which  are  prepared  and  kept  through  the  office  of  the  school 
secretary,  have  a  present  and  a  future  value.  Currently,  these  records  serve  as  i 
basis  for  planning  the  school  program  from  year  to  year  and  of  orienting  the  school 
administration.  Their  availability  to  pupils,  teachers,  and  patrons,  is  likewise  of 
considerable  importance.  Their  permanent  use  consists  of  their  reference  value  ii 
connection  with  making  comparative  studies,  both  within  the  district  and  between 
districts,  and  in  determining  trehds  of  school  developments. 

Correspondence  conducted  by  school  secretaries  likewise  has  a  present  and 
future  value,  for  it  makes  available  for  present  use  considerable  current  data  and 
serves  as  a  reservoir  of  indispensable  information  for  future  reference  and  study. 
Through  correspondence  on  the  part  of  school  secretaries,  much  can  be  done  in  the 
way  of  promoting  wholesome  public  relations  with  organizations  and  institution!, 
as  well  as  with  individuals,  whose  connections  with  the  school  tend  to  promote 
educational  progress. 

However,  for  the  promotion  of  general  goodwill  in  school  relations,  the  personal 
interview  which  is  frequently  conducted  by  school  secretaries  is  of  the  utmost  value 
In  this  relationship,  school  secretaries  have  an  opportunity  not  only  to  pave  the 
way  for  vital  interviews  between  superintendents  and  the  various  personnel  of  the 
school  or  of,  the  community,  but  to  conduct  interviews  themselevs  in  behalf  of  the 
Office  of  the  Superintendent,  who  represents  the  school  system  as  a  whole.  These 
interviews  often  involve  more  than  goodwill,  for  by  effective  personal  dealing  with 
officials  and  representatives  on  fiscal  affairs,  considerable  economics  can  be  effected 
through  the  tactful  and  efficient  performance  of  school  secretaries. 
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The  coordination  of  school  service  within  a  system  constitutes,  perhaps,  the 
most  important  phase  of  the  work  of  school  secretaries.  The  modem  school  system, 
especially  in  the  larger  centers,  has  developed  into  a  relatively  complex  organization. 
Only  by  the  closest  coordination  of  the  various  departments  in  such  a  system  can 
an  effective  administration  be  kept  operating  at  its  highest  efficiency.  The  achieve¬ 
ment  and  progress  of  a  school  system  are  largely  determined  by  the  proper  articula¬ 
tion  of  its  parts,  and  no  one  except  the  Superintendent  himself  is  in  a  better  position 
to  facilitate  this  important  correlation  than  the  school  secretary. 

Because  of  the  importance  and  extent  of  their  service,  the  value  of  an  organiza¬ 
tion  of  school  secretaries  can  hardly  be  overestimated.  Public  schools  are  under¬ 
going  such  rapid  and  widespread  development  at  the  present  time  that  the  proper 
management  of  their  changing  functions  and  activities  requires  the  most  progpressive 
personnel  which  it  is  possible  to  obtain.  Organization  facilitates  progress.  Through 
conventions  of  the  National  Association  of  School  Secretaries,  these  important  school 
officers  have  an  opportunity  to  keep  pace  with  new  trends  in  school  management 
through  the  exchange  of  ideas  the  instruction  which  they  enjoy  at  the  hands  of 
leaders  in  their  profession.  Through  organization,  school  secretaries  can  also  pro¬ 
mote  research  studies  looking  toward  the  development  of  new  techniques  in  present 
services  and  of  new  services  in  the  interest  of  better  school  management. 

Other  invaluable  outcomes  of  the  organization  of  professional  groups  such  as 
this,  are  the  development  of  a  positive  professional  morale  and  a  substantial  code 
of  ethics.  These  results  of  organization  yield  improved  educational  services  by 
developing  a  common  understanding  within  the  profession  which  leads  to  a  spirit 
of  cooperation  not  only  among  the  members  but  between  the  members  and  their 
respective  institutions. 

To  fulfill  these  high  responsibilities,  school  secretaries  must  inevitably  be 
possessed  of  a  high  degree  of  ability  and  fidelity.  They  should  be  people  of  positive 
personality,  capable  of  winning  the  good  will  of  professional  associates  and  citizens 
as  well.  They  need  to  have  a  deep  interest  in  the  educational  welfare  of  every 
child,  youth,  and  adult  in  the  community,  an  open  mind  with  respect  to  the  views 
of  all  well-meaning  persons,  a  progressive  attitude  toward  educational  practice  and 
above  all  a  loyalty  to  the  schools  and  other  educational  interests  of  the  community. 

HAVE  YOU  RENEWED  YOUR  MEMBERSHIP  FOR  1944-1946? 
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SEEING  OURSELVES  AS  OUR 
SUPERINTENDENTS  SEE  US 

Mr.  Edwin  W.  Adams,  Associate 
Superintendent  of  Philadelphia  Public 
Schools,  in  a  recent  article  said,  “In 
America  each  individual  has  a  right  to 
as  full  and  rich  an  educational  experience 
as  he  is  capable  of  receiving.  This  edu¬ 
cational  ideal  cannot  be  realized,  how¬ 
ever,  unless  there  is  provided  differenti¬ 
ated  offerings  that  are  not  beyond  the 
capabilities  of  the  average  person.” 

Distinct  trends  are  observable  which 
indicate  that  serious  attention  is  now 
being  focused  on  programs  of  study  to 
be  developed  to  provide  necessary  prep¬ 
aration  for  those  who  desire  to  enter  the 
held  of  secretarial  work  in  public  schools. 
A  secretary  without  adequate  prepara¬ 
tion  and  efficient  experience  can  never  be 
of  valuable  service  to  the  cooperative 
activities  of  a  good  school  program. 

To  each  of  us  as  school  secretaries, 
Mr.  Adams’  statements  quoted  above 
prove  not  only  as  valuable  counselling 
to  our  group,  but  his  words  present  a 
challenge  to  our  profession.  If  we  are 
to  put  school  secretaries  on  a  higher  pro¬ 
fessional  plane,  research  and  study  are 
necessary  to  develop  acceptable  stand¬ 
ards  of  training  and  performance.  The 
National  Association  of  School  Secre¬ 
taries,  therefore,  recognizing  the  need  of 
broader  preparation  in  the  form  of  edu¬ 
cational  background  and  experience  on 
the  part  of  its  members,  delegated  its 
Research  Committee  to  study  this  prob¬ 
lem  this  year.  The  Research  Committee 
prepared  a  questionnaire  on  the  training 
and  qualifications  necessary  for  initial 
employment  of  school  secretaries.  This 
questionnaire  has  been  distributed  to 
superintendents  and  supervising  princi¬ 
pals  in  our  nation  on  the  basis  of  popu¬ 
lation  according  to  the  1940  census  and 
coming  within  the  bracket  range  of  com¬ 
munities  of  10,000  population  and  up¬ 
wards.  Out  of  the  1096  questionnaires 
sent  out,  it  is  interesting  to  mention  that 
to  date  over  66%  have  been  returned, 
and  the  replies  are  representative  of  the 
various  sections  of  the  country. 


The  questionnaire  includes  three  tables: 
Table  I — Personal  Traits  and  Character¬ 
istics  Required;  Table  II — Amount  of 
Training  Required,  and  Table  III — Sug¬ 
gested  College  Curriculum. 

From  a  cursory  examination  of  the  re¬ 
plies  received,  superintendents  and  super¬ 
vising  principals  have  set  forth  their  re¬ 
actions  to  the  questionnaire  very  sin¬ 
cerely.  They,  too,  recognize  the  impor¬ 
tance  of  definite  qualifications  for  school 
secretaries. 

I  feel  that  you  might  be  interested  in 
some  of  the  personal  comments  submitted 
by  various  administrators  in  addition  to 
the  return  of  the  questionnaires  and  am, 
therefore,  setting  forth  these  excerpts: 

1.  “The  more  training  that  a  secretary 
has,  the  more  and  better  equipped  he  or 
she  should  be  to  do  the  work  of  a  secre¬ 
tary  in  an  office  of  administration.” 

2.  “We  are  interested  in  the  work 
which  the  National  Association  of  School 
Secretaries  is  doing.” 

3.  “I  think  the  availability  of  school 
secretaries  has  reached  the  point  where 
special  training  is  desirable  and  super¬ 
intendents  should  have  the  right  to  ex¬ 
pect  it  from  each  candidate.  The  salary 
being  paid  in  our  system  would  warrant 
special  training  in  this  area  to  the  same 
extent  that  special  training  is  warranted 
for  a  beginning  teacher.” 

4.  “If  the  school  secretaries  are  to  be 
considered  in  a  professional  held,  they 
should  be  paid  more.  If  our  require¬ 
ments  are  high,  the  pay  should  be  in 
harmony.  Then  certificate  them.” 

5.  “I  believe  that  one  of  the  best  in¬ 
vestments  in  schools  are  well  qualified 
and  intelligent  secretaries.  A  secretary 
can  make  an  executive’s  work  extremely 
difficult  or  she  can  relieve  him  of  many 
duties  which  ordinarily  annoy  an  execu¬ 
tive.”  (He  sets  forth  his  choice  of  quali¬ 
fications  which  are  covered  more  or  less 
in  our  questionnaire.)  He  then  con¬ 
tinues,  “A  person  who  meets  these  quali¬ 
fications  is  worth  as  much  to  a  school 
system  as  a  teacher,  and  I  would  pay 
her  accordingly.” 

These  excerpts  of  personal  expression 
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To  You^  School  Secretaries 
of  America^ 

Cordial  Greetings  and  Thanks! 

WE  heartily  aopreciate  the  many 
friendly  courtesies  you  have  ex¬ 
tended  to  our  representatives.  May  our 
pleasant  relations  grow  even  stronger 
with  the  passing  years ! 
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New  York  11 
Columbus  16 


Chicago  16 
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Atlanta  3 
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in  the  jar — all  of  these  requirements  are  answered  by  GAYLO. 

Immediate  shipment  is  made  on  all  orders  for  Gaylo. 
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are  only  a  few  of  those  received  by  our 
administrators,  but  they  present  to  us 
as  school  secretaries  a  reflection  of  our¬ 
selves  as  seen  by  our  superintendents 
and  supervising  principals. 

The  results  of  our  tabulations,  which 
will  be  printed  in  the  next  issue  of  THE 
NATIONAL  SECRETARY,  will  present 
challenging  trends  to  us  as  a  profession¬ 
alized  gp'oup. 

You  as  a  school  secretary  can  aid  the 
Research  Committee  materially  by  check¬ 
ing  with  your  superintendent  to  see  that 
he  Alls  out  and  returns  his  questionnaire 
if  he  has  not  already  done  so.  The  more 
returns  we  can  include  in  our  summaries, 
the  better  the  results. 

Flo  Garretson 
Executive  Board  Member 
in  Charge  of  Research 


PENNSYLVANIA’S  PROPOSED  ' 
PLAN  FOR  CERTIFICATION 
OF  SCHOOL  SECRETARIES 

[Editor’s  Note:  Many  secretaries’  or¬ 
ganizations  are  now  working  on  the  mat¬ 
ter  of  certiflcation  for  school  secretaries, 
and,  because  of  numerous  requests  for  it, 
we  decided  to  re-print  the  proposed  plan 
for  certiflcation  in  the  State  of  Pennsyl¬ 
vania.] 

REQUIREMENTS 

A.  For  School  Secretaries  already  in 

service 

1.  Those  holding  college  degrees 

To  receive  certiflcates  at  once. 

2.  Those  not  holding  college  degrees 

To  receive  advanced  standing  of 
four  semester  hours  for  each  year 
of  service  up  to  a  maximum  of 
fifteen  years  and  to  complete  the 
requirements  for  standard  certifi¬ 
cation  by  taking  college  courses  in 
accordance  with  the  outline  shown 
below. 

B.  Retfuirements  for  New  School  Secre¬ 

taries 

1.  Graduation  from  approved  four-year 
high  school 

2.  Completion  of  a  minimum  of  seventy 
semester  hours  of  college  training, 
including  the  following: 


a.  General  background  courses — 
Min.  20,  Max.  30 — English,  So¬ 
cial  Studies,  Public  Speaking 

b.  Professional  Education  —  Min. 
18,  Max.  24 — Psycholog^y,  School 
Accounting,  Tests  and  Measure¬ 
ment,  School  Administration, 
School  Law,  Introduction  to 
Education 

c.  Required  Skills — ^Min.  21,  Max. 
24  —  Typewriting  6,  Shorthand 
9,  Office  Practice  3,  Office  Man¬ 
agement  and  Personnel  Rela¬ 
tions  3,  First  Aid  3 

Note:  Certain  basic  skills  and  under¬ 
standings  are  required  of  all  school  sec¬ 
retaries.  These  skills  and  understand¬ 
ings  may  be  gained  through  actual  ex¬ 
perience  or  through  classroom  work. 
Examinations  and/or  evidence  of  satis¬ 
factory  work  experience  may  be  used  in 
lieu  of  course  requirements,  but  no  credit 
toward  graduation  shall  be  granted  for 
examinations. 

Before  such  a  person  can  be  accepted 
by  the  State  Council  of  Education  and 
the  Department  of  Public  Instruction  a 
bill  must  be  placed  before  the  Legisla¬ 
ture  of  the  state.  Steps  are  being  taken 
now  to  present  it  to  the  Legislature 
meeting  now. 


Teacher — “Johnny,  what  do  you  con¬ 
sider  the  greatest  accomplishment  of  the 
ancient  Romans.’’ 

Johnny — “Speaking  Latin.” 


Nowadays 

“And  what,”  a  teacher  asked,  “should 
a  little  boy  say  to  the  lady  who  has 
given  him  a  penny  for  carrying  her 
bundles?” 

“I’d  hate  to  tell  you,”  he  replied. 


School  Principal  (praying  at  chapel 
serivce) — “Oh,  Lord,  bless  those  who  are 
called  upon  to  teach.” 

Voice  in  Student  Body — “And  don’t 
forget  those  called  upon  to  recite!” 
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The  Private  Secretary  •  •  • 

by  John  Robert  Gregg 

Prepared  especially  for  the  training  of  private  secretaries, 
but  useful  as  a  reference  book  for  all  stenographers  and  secre¬ 
taries  already  on  the  job.  A  book  that  tells  how ;  also  reasons  for. 
Secretaries  trained  by  this  book  soon  acquire  the  executive 
point  of  view. 

This  attractive  new  book  of  308  pages  will  be  sent  postpaid 
to  anyone  on  receipt  of  the  list  price  of  $1.48. 

Order  from  our  nearest  office. 

THE  GREGG  PUBLISHING  COMPANY 


New  York 


Chicago  San  Francisco  Boston  Dallas 

Toronto  London 
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precision  performance.  Higgins  inks  insure  delicacy  of 
line  and  sharpness  under  complete  control.  Build 
character  and  life  into  your  drawings  —  with  Higgins 
American  Drawing  Inks. 
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AN  ANALYSIS  OF  SECRETARIAL 
DUTIES  IN  A  HIGH  SCHOOL 
WITH  EMPHASIS  UPON  AD¬ 
MINISTRATIVE  RESPONSIBILITY 

By  Ian*  Craca  WhiHing  Backatrom 

A  need  for  the  recognition  of  the 
duties  performed  by  a  high  school  secre¬ 
tary  in  addition  to  the  general,  secre¬ 
tarial,  clerical  and  receptionist  duties,  is 
arising.  Any  study  of  general  secre¬ 
tarial  duties  shows  that  a  secretary  per¬ 
forms  between  130  and  871  duties!  One 
of  the  first  reliable  attempts  to  segregate 
and  classify  these  activities  resulted  in 
the  book  published  by  Charters  and 
Whitley,  The  Analysis  of  Secretarial 
Duties  and  Traits. 

The  regular  duties  of  the  secretary 
have  a  wide  range  and  variety  and  any 
attempt  to  classify  them  permits  a 
chance  for  differences  under  individual 
organization.  Under  given  situations,  it 
is  found  that  the  extent  and  in  general, 
the  significance  of  the  duties  performed 
depei\ds  upon  either  the  nature  and  per¬ 
sonality  of  the  secretary,  the  employer, 
or  both.  Yet,  if  an  attempt  is  made  to 
classify  in  a  broad,  general,  or  specific 
sense,  there  will  be  found  certain  duties 
which  do  not  fit  into  any  regular  accept¬ 
ed  category.  These  duties  are  the  ones 
that  may  have  definite  administrative 
possibilities. 

Although  administrative  duties  have 
not  been  clearly  defined  in  the  literature 
on  the  subject,  Monroe’s  definition  is: 

By  a  common  usage,  the  term  school 
administration  has  come  to  comprehend 
all  the  entire  range  of  the  operations  of 
the  controlling  and  directive  agencies  as 
well  as  the  form  of  the  organization  of 
public  education.  Not  only  is  it  em¬ 
ployed  to  signify  these  features  of  school 
management,  but  though  the  lines  of  dis¬ 
tinction  between  these  features  are  not 
always  easily  determined,  each  to  a 
greater  class  of  activities,  the  essential 
characteristics  are  being  more  generally 
recognized.’ 

School  administration  may  appear  to 
be  chiefly  the  principal’s  or  superintend¬ 
ent’s  responsibility,  but  it  is  also  closely 


associated  with  the  school  secretary.  As 
in  any  other  type  of  work,  the  high 
school  secretary  is  employed  to  aid  and 
expedite  her  employer’s  work  in  the  ful¬ 
fillment  of  his  position  and  to  assist  him 
in  carrying  out  his  delegated  duties. 
Therefore,  her  position  is  in  direct  rela¬ 
tion  to  the  “range  of  the  operation  of 
controlling  agencies’’  for  her  school  and 
to  the  form  of  the  school’s  organization. 
Another  definition  relating  to  the  sub¬ 
ject  is: 

By  administrative  head  is  meant,  one 
who  is  responsible  for  the  selection  and 
assignment  of  all  school  employees  (the 
board  confirming  his  selection)  for  the 
business  management  of  the  school,  plans 
and  equipment  included,  and  for  the  ad¬ 
ministration  of  the  educational  program, 
including  supervision  and  instruction.’ 

This  second  definition  is  a  little  more 
definite  and  refers  to  the  specific  duties 
which  a  secretary  must  help  her  employ¬ 
er  to  carry  out  to  the  best  of  their  com¬ 
bined  ability. 

In  discriminating  the  special  duties  of 
the  secretaries,  a  job  analysis  was  em¬ 
ployed.  This  job  analysis,  according  to 
Strong  and  Uhrbock,  is: 

A  method  of  scientifically  approaching 
a  job  in  order  to  determine  the  com¬ 
ponent  parts  and  their  influence  upon 
the  length  of  the  learning  period  of  the 
worker,  production  and  labor  turnover.’ 
A  questionnaire  was  employed  to  obtain 
the  necessary  information.  One  of  the 
most  important  sections  of  the  question¬ 
naire  asked  fo^  the  duties  of  the  school 
position.  After  tabulating  the  returns 
of  the  first  questionnaire,  it  was  found 
necessary  to  draw  up  another  question¬ 
naire  and  to  use  as  a  criterian  the  opin¬ 
ion  of  a  representative  group  of  secre¬ 
taries  from  high  schools  in  the  city  and 
nearby  suburbs.  In  order  to  formulate 
as  concisely  as  possible,  a  group  of 
“sure-fire”  administrative  duties,  those 
duties  which  were  proved  to  be  strictly 
clerical  (according  to  their  status  in  the 
Charters  and  Whitley  study),’  were  re¬ 
moved.  This  elimination,  surprisingly 
enough  left  only  20  duties  in  the  admin- 


16 


utrative  category. 

The  next  technique  to  be  employed  was 
the  personal  interview.  A  set  of  ques¬ 
tions  was  set  up  for  secretaries  as  well 
as  superintendents  and  principals.  Ad¬ 
ministrators  that  were  contacted  admit¬ 
ted  that  secretaries  do  perform  certain 
administrative  duties  aside  from  regular 
clerical  work.  Their  judgment  as  to 
which  duties  were  administrative  in  na¬ 
ture  was  in  agreement  with  that  of  the 
secretaries.  Information  gained  through 
the  interview  was  the  need  for  some  re¬ 
ward  for  responsibility  and  second  the 
recognition  of  the  amount  of  non-related 
duties  performed  in  an  office. 

A  striking  example  of  non-related 
duties  exists  in  our  war  emergency.  Nat¬ 
urally  everyone  is  putting  forth  super¬ 
human  effort  to  keep  things  rolling,  but 
even  in  other  times  we  find  that  some  of 
these  duties  are  being  continually  intro¬ 
duced.  Some  of  this  work  includes  typ¬ 
ing  and  in  many  cases  mimeographing  or 
multigraphing  for  groups  such  as  (a) 
block  mothers,  (b)  first  aid  teachers, 
(c)  air  raid  warden,  (d)  victory  corps 
instructions,  (e)  draftee  lists  and  honor 
rolls.  Another  type  of  supplemental 
work  is  what  we  jokingly  call  the  regu¬ 
lar  club  work  of  the  secretary.  The 
principal  or  superintendent  and  in  some 
cases  some  teacher  belongs  to  the  Rotary, 
Kiwanis,  Lions,  or  some  other  organiza¬ 
tion,  and  wishing  to  be  a  valuable  as¬ 
sistant  to  his  club  he  volunteers  to  act 
as  secretary  of  the  group.  Then  each 
month,  regardless  of  the  extent  of  the 
other  work  of  the  secretary,  he  places 
post  cards,  or  meeting  notices  on  her 
desk  to  be  typed  and  sent  out  “as  soon 
as  possible."  It  may  be  that  representa¬ 
tives  from  two  different  clubs  have  given 
her  the  same  type  of  work  at  almost  the 
same  time,  and  then  the  member  hovers 
over  the  secretary  working  until  he 
makes  sure  that  his  assignment  is  not 
slighted.  Perhaps  the  club  is  going  to 
have  a  banquet,  so  he  “arranges”  to  have 
programs  stencilled  and  run  off  for  all 
the  members.  At  certain  times,  during 
the  year  the  club  undertakes  a  scrap  or 


old  clothes  drive,  such  as  our  recent 
“victory”  drives.  From  morning  until 
evening,  and  even  at  her  home,  the  secre¬ 
tary  answers  grueling  phone  calls  and 
undergoes  questioning  as  thorough  as  a 
third  degree  by  half  the  women  of  the 
town  who  probably  wish  to  contribute 
two  or  three  pounds  of  tin  cans.  This 
may  seem  to  be  a  fantastic  exaggeration, 
but  it  is  actual  fact  for  it  has  been  the 
author’s  experience  to  cut  the  banquet 
menus  and  answer  the  questions  of  per¬ 
plexed  citizens.  It  would  also  be  well  to 
remember  that  this  is  but  one  example, 
and  work  of  this  nature  is  proffered  by 
Scout  Troops,  Church  Groups,  Civic 
Clubs,  and  many  other  community  or¬ 
ganizations.  When  we  consider  that  this 
must  be  done  in  addition  to  the  870  some 
secretarial  duties  to  which  the  secretaries 
are  subjected  and  subjugated,  we  might 
begin  to  realize  their  burden  of  respon¬ 
sibility  and  their  lack  of  recognition. 

According  to  the  information  given  on 
the  questionnaires  the  average  high 
school  secretary  has  not  only  had  a  sec¬ 
retarial  background  for  work,  but  in 
addition  to  this,  has  attempted  to  take 
extra  courses  that  will  better  qualify  her 
to  do  her  assigned  job.  It  has  also  been 
proven  that  in  most  cases,  the  secretary 
is  at  an  age  level  that  promises  a  mature 
outlook  and  an  adult  viewpoint. 

After  the  careful  analysis  of  all  secre¬ 
tarial  duties  in  a  high  school,  the  sum¬ 
marization  of  the  two  questionnaires, 
and  the  addition  of  the  results  from  the 
interviews,  certain  conclusions  seem  re¬ 
liable.  The  most  important  conclusion  is 
that  one  which  deals  with  administrative 
duties.  A  concensus  established  the  fol¬ 
lowing  duties  as  administrative  in  na¬ 
ture: 

1.  Holding  conferences  with  parents, 
teachers  and  pupils 

2.  Arranging  for  the  care  of  classes 
until  a  substitute  arrives 

3.  Checking  and  approving  bills  and  in¬ 
ventories  in  the  absence  of  the  ad¬ 
ministrator 

'4.  Keeping  an  inventory  of  office  and 
school  room  suppilies 


5.  Helping  with  faculty  meetings  (other 
than  general  assistance) 

6.  Taking  inventory  of  supplies  and 
equipment 

7.  Distributing  supplies  and  equipment 

8.  Preparing  school  payroll 

9.  Securing  information  for  entrance 
and  discharge  of  pupils 

10.  Taking  care  of  “problem  children” 
in  the  absence  of  the  administrator 
Therefore,  the  secretary  in  her  official 
capacity  carries  administrative  responsi¬ 
bility  in  addition  to  regular  secretary 
duties. 

After  giving  these  data  ample  consid¬ 
eration  it  would  seem  that  the  secretary 
is  at  the  age  and  educational  level  to 
V  take  care  of  those  newly  detected  admin¬ 
istrative  duties.  Apparently  many  secre¬ 
taries  are  already  performing  them,  but 
have  not  as  yet  been  given  the  recogni¬ 
tion  due  them  for  the  responsibility  they 
have  undertaken  . 
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Editor’s  Note:  The  preceding  article. 
An  Analysis  of  Secretarial  Duties  in  a 
High  School  with  Emphasis  upon  Admin¬ 
istrative  Responsibility,  is  a  summary  of 
some  of  the  pertinent  facts  written  by 
Jane  Grace  Whitling  in  partial  fulfill¬ 
ment  of  the  requirements  for  the  degn*^ 
of  Master  of  Arts  from  the  University 
of  Pittsburgh  in  June,  1943.  At  the  time 
Miss  Whitling  was  employed  as  a  com¬ 
mercial  teacher  and  office  assistant  in  a 
third  class  school.  Previous  to  that  she 
had  been  employed  as  a  secretary  in  a 
third  class  high  school,  and  as  secretary 
to  two  large  corporations.  After  obtain¬ 
ing  her  Master’s  degree  Miss  Whitling 
was  married,  her  married  name  being 
Backstrom.  Her  husband  is  serving  in 
the  armed  forces  overseas. 

We  appreciate  the  kindness  of  Mrs. 
Backstrom  in  permitting  us  to  use  parts 


of  her  Master’s  thesis.  Many  of  our 
organizations  are  now  making  studies  of 
various  kinds  and  we  felt  this  article 
would  be  of  interest  to  many  of  us. 


What  is  the  American  Way  of  Life? 

It  is  a  free  way,  allowing  each  to  live 
according  to  his  own  conscience; 

It  is  a  peaceful  way,  settling  differences 
by  elections  and  courts; 

It  is  a  friendly  way,  judging  success  by 
happiness  and  growth; 

It  is  a  co-operative  way,  emphasizing 
service  to  the  common  good; 

It  is  a  democratic  way,  based  on  human 
brotherhood  and  the  Golden  Rule. 

And  what  it  Education  for  the 
American  way? 

It  is  universal,  opening  its  doors  to  all 
the  people; 

It  is  individual,  helping  each  person  to 
make  the  most  of  his  talents; 

It  is  tolerant,  seeking  truth  through  free 
and  open  discussion; 

It  is  continuous,  knowing  that  learning 
is  a  lifelong  necessity; 

It  is  prophetic,  looking  always  toward  a 
better  civilization. 


The  difference  between  a  lieutenant 
and  a  sergeant  was  explained  by  a  young 
private  this  way:  “My  lieutenant  has  a 
bar  on  his  shoulder;  my  sergeant  has  a 
chip.” 


An  irate  trolley  passenger  called  out, 
“Put  this  fellow  off — he’s  crazy!  He 
keeps  annoying  us  claiming  he’s  George 
Washington.” 

The  conductor  replied — “I’ll  take  care 
of  that”  and  shouted,  “Next  station, 
MOUNT  VERNON.” 


A  very  young  lady  was  asked  by  her 
parents,  “What  did  you  do  in  school 
today?” 

To  this  question  the  answer  was: 
“Well,  the  usual  thing.  The  teacher 
rang  the  piano  and  we  gave  the  flag 
solution.” 
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WAXING  and 
POLISHING 
with  tampico 


SCRUBBING 
with  patented 
HILD  Shower- 
feed  Brush. 


STEEL- 
WOOLING 
with  special 
steel- wool 
pad  and 
holder. 


SANDING 
wood  or  cork 
tile.  Same 
attachment 
also  used 
with  feit 
buffer  for 
buffins. 

Write  For 


GOLD  MEDAL 
PRODUCTS 

For  Over 

43  Years  . 
this  line  of  school 
art  materials  has 
been  known  for 
its  outstanding 

SUPERIORITY 

and 

QUALITY 

These  products 
are  adapted  to  the 
high  standards  of 
I  classroom  work 

found  in  the 
schools  of  today. 

Binney  Smith  Co. 

41  E.  42nd  St.,  New  York  17.  N.Y. 


SCHOOL  SUPPUES 

We  have  available,  at  the 
present  time,  materials  for  In¬ 
dustrial  Arts,  Fine  Arts  and 
Drawing  classes  in  the  schools. 
May  we  suggest  that  you  con¬ 
tact  us  for  information  regard¬ 
ing  Lumber  and  other  supplies. 
— We  might  also  state  that  we 
have  available,  free  of  charge, 
our  latest  catalog  which  can  be 
sent  immediately  upon  request. 


BRODHEAD-aillETT  COmIm. 
CItvtiMd  6.  Ohto 


HILD  FLOOR  ,  circular  ii 

MACHINE  CO.  CIRCULAR  || 

Itll  W.  Randalph  St..  Dept.  NYf.  Chiese*  7,  HI.  Ls=^^^=^^===== 
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A  WORKSHOP  FOR  SECRETARIES 

TmcHsts  Cell«g«,  ColvMibia  University 
Inns  25-29,  1945 

For  years  many  of  us  have  felt  the 
need  for  specific  training  for  our  posi¬ 
tions.  We  have  realized  that  a  school 
secretary  must  run  the  gauntlet  from 
school  janitor  to  superintendent.  The 
secretary  must  know  how  to  fix  the  elec¬ 
tric  clock  when  it  gets  temperamental; 
be  able  to  administer  first  aid;  have  a 
knowledge  of  the  work  of  all  depart¬ 
ments;  be  able  to  procure  the  needed 
reference  at  the  exact  moment  it  is 
wanted;  have  a  knowledge  of  individual 
differences  and  be  able  to  get  along  with 
people;  be  able  to  start  a  dozen  jobs  at 
one  time  and  complete  them  while  start¬ 
ing  a  dozen  more;  and  it  goes  without 
saying  the  secretary  is  expected  to  be 
attractive,  charming,  calm  and  poised, 
ready  to  meet  each  demand  with  a  smile. 

Perhaps  you  were  an  experienced  sec¬ 
retary  lured  to  the  school  system  by 
shorter  hours  and  longer  vacations.  If 
so,  you  were  amazed  at  the  difference  be¬ 
tween  working  quietly  as  a  secretary  in 
the  average  business  office  and  the  tur¬ 
moil  that  surrounds  the  work  of  the 
school  secretary. 

Whether  you  were  experienced  or  in¬ 
experienced  when  you  entered  the  sys¬ 
tem  you  were  confronted  with  many 
problems  beyond  your  ability  to  under¬ 
stand.  Perhaps  you  went  to  the  Library 
seeking  help  on  how  to  be  a  better  secre¬ 
tary.  You  found  books  and  more  books 
on  how  to  be  a  good  janitor,  a  school 
nurse,  a  teacher  from  nursery  school  to 
senior  high,  a  supervisor,  an  adminis¬ 
trator,  etc.,  but  not  a  book  on  the  shelf 
that  told  you  how  to  be  a  more  efficient 
school  secretary.  You  learned  by  trial 
and  error.  You  had  many  a  heart  ache 
and  the  whole  school  system  felt  the  im¬ 
pact  of  your  mistakes. 

At  last  educators  are  realizing  that 
the  work  of  the  secretary  is  essential  to 
the  successful  functioning  of  a  school 
system.  It  is  most  gratifying  to  have 
an  institution  like  Teachers  College,  Co¬ 
lumbia  University,  whose  staff  is  perhaps 


the  best  qualified  in  the  country  and 
whose  reputation  is  known  from  coast 
to  coast,  schedule  a  Workshop  for  secre¬ 
taries.  This  workshop  is  aimed  to  give 
the  secretary  an  awareness  of  the  poten¬ 
tialities  of  her  position  and  at  the  same 
time  stimulate  growth.  It  will  give  one 
point  of  credit. 

The  workshop  will  consist  of  the  fol¬ 
lowing: 

C«Mral  Lscturei 
9:30-11:30 

Each  morning  there  will  be  a  lecture 
by  a  staff  member  emphasizing  the  pro¬ 
fessional  role  of  the  secretary.  The  areas 
to  be  covered  will  include  personal  ad¬ 
justment  and  the  ability  to  get  along 
with  staff,  teachers,  and  the  public;  com¬ 
munity  resources  and  inter-cultural  un¬ 
derstanding;  changing  conditions  in  the 
world  that  call  for  fiexibility  and  com¬ 
prehension;  budgeting  time;  office  man¬ 
agement,  and  public  relations. 

Study  Croups 
2:00-3:00 

Study  groups  will  be  organized  to  meet 
the  needs  of  those  attending.  Faculty 
members  will  be  available  by  appoint¬ 
ment  for  consultation  on  special  prob¬ 
lems. 

Special  Luncheons 

Special  luncheons  will  be  held  on 
Wednesday  and  Friday. 

Related  Field  Trips 

Trips  will  be  scheduled  for  Tuesday 
and  Thursday  afternoons.  These  trips 
will  relate  to  the  lectures  and  be  aimed 
to  promote  more  comprehensive  under¬ 
standing. 

Staff 

This  workshop  will  be  under  the  direc¬ 
tion  of  Willard  S.  Elsnree,  Professor  of 
Education,  Teachers  College,  and  Louise 
H.  Henderson,  President  Emeritus  of  the 
National  Association  of  School  Secre¬ 
taries.  Some  of  the  other  leaders  will 
be  Professors  John  K.  Norton,  Edward 
S.  Evenden,  Goodwin  Watson,  Roma 
Cans,  and  Hamden  Forkner  of  the  regu- 
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HOLDEN 


COVERS 


Strengthen  and  Reinforce  Textbooks 
Add  1-3  years  to  their  use 
Conserve  Paper 
Wear  Like  Leather 


HOLDEN  PATENT  BOOK  COVER  COMPANY 

Springfield,  MossachuseUs 


THE  READER’S  DIGEST 

and 

POPITL.4R  ^€1E!%XE  MONTHLY 

Educators  throughout  the  nation  as:ree  that  the  School  Editions 
of  THE  READER’S  DIGEST  and  POPULAR  SCIENCE  MONTH- 
LY,  with  their  proved  teaching  aids,  are  two  of  the  most  valuable 
educational  publications  in  America. 

Our  Representatives  agree  that  the  many  courtesies  extended  to 
them  by  School  Secretaries  throughout  the  nation  are  deserving 
of  the  warmest  thanks!. 

Educational  Department 

The  Reader’s  Digest  •  Popular  Science  Monthly 

353  Fourth  Avenue,  New  York  10,  N.  Y. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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lar  Teachers  College  staff. 

In  addition  to  the  course  outlined  above 
there  will  be  theatre  parties,  visits  to 
radio  studios,  opportunity  to  shop,  and 
to  enjoy  the  cultural  advantages  of  New 
York  City. 

This  will  be  a  full  week  providing  in¬ 
spiration,  fellowship,  recreation,  and  per¬ 
sonal  growth. 

For  further  information  regarding  the 
w’orkshop  write  to  Willard  S.  Elsbree, 
or  to  Louise  H.  Henderson,  Teachers  Col¬ 
lege,  Columbia  University,  New  York 
City. 

BOOK  NOOK 

EUanor  M.  Daardan 

Why  Women  Cry  or  Wenches  with 
Wrenches — Elizabeth  Hawes 

For  an  amusing  but  profitable  diver¬ 
sion,  spend  an  evening  reading  the  pro¬ 
vocative  story  of  Liz  Hawes  as  she  at¬ 
tempted  to  carry  on  work  in  a  war  in¬ 
dustry  and  manage  her  own  family  too. 
It  is  written  in  a  light,  facetious  vein 
but  with  many  a  thought-raising  state¬ 
ment.  She  treats  the  problem  of  doing 
housework  and  of  carrying  the  respon¬ 
sibilities  of  the  home  with  you  to  your 
job.  She  believes  that  there  must  be  a 
change  in  the  attitude  of  people  toward 
women  in  the  home — that  women  can 
and  should  be  creative  outside  the  home. 
However,  she  holds  quite  a  sarcastic  view 
of  the  club  woman  with  little  interest 
beyond  her  immediate  invirons.  This  is 
a  book  that  you  will  enjoy  and  from 
which  you  will  also  gain  a  new  appreci¬ 
ation  of  the  social  implications  of  the 
employment  of  married  women. 

*  *  * 

School  Boards  and  Superintendents — 
Ward  G.  Reeder 

This  small  concise  book  contains  269 
questions  and  answers  dealing  with  the 
function  and  responsibility  of  school 
boards  and  superintendents  and  the  re¬ 
lation  of  each  to  the  efficient  operation 
of  the  school  system.  All  chapters  are 
of  interest  but  there  are  several  of  espe¬ 
cial  interest  to  school  secretaries.  Such 
topics  as  Making  a  School  Budget,  Ad¬ 


ministration  of  Pupil  Attendance  and 
Census,  Administration  of  School  Sup¬ 
plies,  and  The  School  and  Public  Rela¬ 
tions  are  among  those  discussed. 

COMMITTEE  ON  ELECTIONS 

Very  few  of  the  tear-sheet  ballots 
which  appeared  on  page  forty-four  of  the 
October  1944  issue  of  the  magazine  were 
filled  in  with  suggestions  and  returned. 
No  doubt  the  vast  volume  of  work  which 
greets  us  in  our  offices  each  morning  has 
temporarily  side-tracked  our  good ‘inten¬ 
tions.  However,  the  Committee  bn  Elec¬ 
tions  needs  and  wants  your  help.  Won’t 
you  give  this  matter  your  serious  con¬ 
sideration? 

Two  vice-presidents,  the  recording  sec¬ 
retary,  and  two  members  of  the  Execu¬ 
tive  Board  will  be  nominated  and  elected 
in  the  spring.  Of  these  only  two  incum¬ 
bents  are  eligible  for  re-election.  All 
sections  of  the  country  should  be  repre¬ 
sented  on  our  Executive  Board.  Because 
no  national  convention  has  been  held 
during  the  last  few  years,  it  has  not  been 
possible  to  become  acquainted  with  mem¬ 
bers  as  in  the  past.  Local  and  state  asso¬ 
ciations  can  help  a  great  deal  by  sug¬ 
gesting  outstanding  members  of  their 
group  as  candidates  for  offices  in  the 
National  Association. 

The  Committee  on  Elections  is  making 
a  sincere  effort  to  present  a  ballot  of 
candidates  who  will  be  best  qualified  to 
represent  the  National  Association  of 
School  Secretaries. 

Betty  Zimmerman,  Chaiman 
Committee  on  Elections 

Visitor:  “Are  your  father  and  mother 
in?" 

Skippy :  “They  was  in,  but  they  is 
out.” 

Visitor:  “They  was  in.  They  is  out! 
Where’s  your  grammar?” 

Skippy:  “She’s  upstairs.” 

Truthful 

“This  makes  five  times  I  have  punished 
you  this  week.  Now,  William,  what  have 
you  to  say?” 

Bill:  “Well,  I’m  glad  it’s  Friday.” 
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What  you  want 
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HEASEO  6UESTS 


Sexton’s  five  strategically-located  plants  make  immedi¬ 
ately  available  the  largest  inventory  ever  assembled  for 
the  institutional  market.  More  than  fifteen  acres  of  floor 
space  devoted  to  your  specialized  needs.  Sexton’s  huge 
assortment  of  paper  specialties  is  just  an  example.  These 
practical  items  are  carefully  selected  to  meet  your  require¬ 
ments —  decorative,  sanitary, 

i|BBaBBBSS|j|[||n  economical.  Ample  stocks  as- 
I  sure  prompt  delivery.  Sexton’s 
w  paper  specialties  are  not  just 
P  casual  items,  but  an  important 
department  because  satisfied 
users  have  made  them  so. 
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WOULD  YOU  LIKE  TO  SWING 
ON  A  STAR— 

And  become  better  than  you  are? 
Then  let  us  all  support  the  project  of 
our  association  for  achieving  depart¬ 
mental  status  in  the  National  Education 
Association. 

Reports  to  date  indicate  that  we  are 
having  a  very  fine  response  in  the  way 
of  signers  for  the  petition.  It  is  hoped 
that  a  goodly  number  of  our  members 
joined  the  N.E.A.  this  year  which  would 
be  indicative  to  them  of  our  purpose  and 
desire. 

What  are  the  benefits  we  would  receive 
from  departmental  status?  A  depart¬ 
ment  is  entitled  to  call  on  the  N.E.A. 
for  help  with  their  problems  such  as  in 
the  field  of  research,  and  other  ways  in 
which  groups  not  closely  allied  with  the 
association  do  not  have  the  privilege. 
The  N.E.A.  would  provide  a  meeting 
place  for  our  group  at  the  annual  con¬ 
ventions,  and  in  addition  our  program 
would  be  printed  in  full  with  the  pro¬ 
grams  of  other  departments.  When  the 
time  arrives  when  it  would  be  deemed 
advisable  to  elect  a  full-time  executive 
secretary,  a  request  for  office  space  in 
the  headquarters  building  would  be 
recognized.  Nine  departments  are  housed 
there  at  the  present  time.  To  these  de¬ 
partments  are  given  free  office  space, 
light,  heat,  telephone  service,  and  other 
minor  items.  Each  department  of  the 
N.E.A.  receives  an  allowance  from  the 
association  to  help  finance  their  annual 
meeting,  and  other  minor  expenses. 

Achieving  departmental  status  in  the 
N.E.A.  is  definitely  a  big  step  forward 
in  professionalizing  the  position  of  the 
school  secretary  which  is  the  goal  of  our 
association.  It  carries  with  it  a  certain 
amount  of  prestige  that  will  win  us  rec¬ 
ognition  from  other  professional  groups 
in  the  educational  field. 

The  proposed  workshops  for  school 
secretaries  to  be  held  at  Columbia  Uni¬ 
versity  and  Ohio  State  University  this 
summer,  the  college  courses  being  ar¬ 
ranged  in  line  with  preparation  for  cer¬ 


tification,  and  the  efforts  toward  retire¬ 
ment  and  tenure  legislation  throughout 
the  various  states  are  all  factors  point¬ 
ing  toward  the  professionalizing  of  our 
position. 

Mildred  Earner. 

I  Will 

Many  will  falter  when  something  goes 
wrong. 

While  others  will  fight  when  swinging 
along. 

Some  will  feign  weakness,  and  sit  by 
the  way. 

While  others  will  strengthen  at  work 
through  the  day. 

Some  people  are  strong  in  all  that  is 
true. 

And  others  are  spineless  in  things  they 
should  do. 

None  can  afford,  when  traveling  along. 
To  falter  a  trifle  when  something  goes 
wrong. 

None  ever  reaches  the  top  of  the  hill 
Unless  he  is  made  of  the  stuff  called 
“I  Will.” 

— Harry  Troupe  Brewer. 

Changed  College  Times 

The  following  rules  were  in  force  at 
the  famous  Mount  Holyoke  College  in 
the  year  1837; 

“No  young  lady  shall  become  a  mem¬ 
ber  of  Mount  Holyoke  Seminary  who 
cannot  kindle  a  fire,  mash  potatoes,  re¬ 
peat  the  multiplication  table,  and  at  least 
two-thirds  of  the  Shorter  Catechism. 

“Every  member  of  the  school  shall 
walk  a  mile  a  day  unless  a  freshet,  earth¬ 
quake,  or  some  other  calamity  prevent. 

“No  young  lady  shall  demote  more  than 
an  hour  a  day  to  miscellaneous  reading. 

“No  young  lady  is  expected  to  have 
gentlemen  acquaintances  unless  they  are 
returned  missionaries,  or  agents  of 
benevolent  societies.” 

There  are  three  kinds  of  taxes: 
Income  Taxes. 

Duties  on  Imports. 

Infernal  Taxes. 


here’s  an  idea  here 


that  will  revolutionize  business ! 


The  revolutioB  began  quietly,  in  a  hotel  room  in 
central  New  York  State,  aeventy-odd  year*  ago.  The 
typewriter’s  inventor,  seeking  a  manufacturer,  yet 
too  shy  to  plead  his  cause  in  person,  had  sent  two 
friends  with  his  crude  working  model  to  enlist  the 
support  of  the  famous  sewing  machine  and  farm 
implement  makers,  E.  Remington  &  Sons. 

The  hoped-for  support  came  swiftly — enthu¬ 
siastically.  Only  an  hour  or  two  of  demonstration 
and  discussion;  the  typewriter  industry  was  bom. 
One  Remington  official,  even  more  visionary  than 
the  rest,  uttered  the  prophetic  words  which  have 
long  since  come  true . .  ."an  idea  that  will  revolu- 
tioniae  business.” 

In  all  the  years  since  1873,  that  original 
vision,  coupled  with  extraordinary  manufactur¬ 
ing  skill,  has  made  Remington  the  most  illustri¬ 
ous  name  in  typewriters.  The  major  advances 
have  consistently  come  from  the  engineering 
laboratories  of  the  industry’s  founder. 

That’s  why  more  Remingtons  have  been 
bought  than  any  other  make. 

And  that’s  why  the  "typewriter  of  tomorrow” 
is  already  here  today . . . 

.  .  .  the  Remington  Rand  Model  Seventeen, 
thoroughly  proven  under  rugged  war-time  serv¬ 
ice  —  and  now  still  further  enhanced,  in  units 
currently  being  made  for  the  Armed  Forces  and 
essential  civilian  use,  by  a  new  and  smoother 
touch,  a  new  and  swifter  action  — to  bring  you 
the  easiest  typing  you’ve  ever  knotvn. 


THE  FIRST  name  in  typewriters 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


In  the  October 


issue  of  this  mag- 
azine  I  made 
impassioned  plea 
for  contributions 
from  all  of  the 
associations  in  the 
,  ^  country.  However, 

due  to  the  exigen- 

.  «  •.  rT™  cies  of  war,  the 
Ann*  J.  Critchlow  .  ,.  ..  , 

publication  of  the 
magazine  was  slightly  delayed  and  the 
deadline  for  the  next  number  follows 
fast  on  the  heels  of  the  arrival  of  the 
last  one.  So-o-o-,  I  And  myself  the  re¬ 
cipient  of  very  few  newsletters  from 
which  to  cull  bits  of  information  that 
will  edify  and  beguile  my  readers.  The 
deadline  is  upon  me  and  I  write  this 
during  the  Christmas  hush — ^the  ,  days 
after  Christmas  when  we  are  all  dead 
on  our  feet  and  waiting  for  the  little 
New  Year  to  wake  us  up  and  bring  us 
something  new  and  different. 


I’ll  be  listening  for  you. 

Youb  Reporter. 


tions  are  the  order  of  the  day  and  en¬ 
thusiasm  mounts  high. 


Grace  Holt,  of  Arizona,  is  a  wonderful 
person.  She  may  be  depended  upon  to 
And  something  interesting  in  her  local 
and  state  association.  If  only  each  state 
had  a  Grade!  Her  last  letter  said  that 
Helen  Hixon  is  living  in  Phoenix,  but, 
unfortunately,  she  did  not  give  her  ad¬ 
dress.  We  hope  Helen  is  much  better 
and  that  she  will  send  us  one  of  her  gay, 
illustrated  letters. 


Arizona  held  its  State  Convention  Sat¬ 
urday,  December  2,  at  the  Arizona  State 
Teachers  College  in  Tempe.  The  asso¬ 
ciation  is  working  again  this  year  for 
an  amendment  to  the  Arizona  Teaeher 
Retirement  Law,  which  include  “other 
employees.’’  The  bill  is  being  backed  by 
the  Arizona  Education  Association,  the 
Teacher  Retirement  System,  and  the 


Let  me  remind  you  all,  however,  that 
there  is  no  deadline  for  you.  Just  send 
in  what  you  have  as  soon  as  you  have  it 
and  may  the  Aow  be  steady  and  con¬ 
stant!  Then,  when  Katherine  puts  the 
pressure  on  me  I’ll  whisk  it  all  to  her. 
Don’t  think  you  have  to  send  me  mimeo¬ 
graphed  sheets!  Watch  for  items  of 
general  interest  and  send  them  in  out 
of  the  blue!  That’s  fun. 


Some  more  of  those  Phoenix,  Arizona, 
gals  have  been  married.  Cupid  seems  to 
be  busy  down  that  wayt  Must  be  in  the 
air.  Marty  Jones  married  Mr.  Downey, 
Leola  Davis  married  Walter  Maxwell, 
and  Mary  Louise  Rhoton  married  Her¬ 
bert  Francis  Rogers  of  Southgate,  Cali¬ 
fornia. 


Judging  from  all  of  the  items  that 
have  come  in,  October  is  the  month  all 
over  the  country  when  the  doors  of  mem¬ 
bership  are  wide  open  and  the  palms  of 
treasurers  stretched  way  out.  Conven¬ 


The  December  meeting  of  the  Dayton 
School  Secretaries’  Association  was  a 
Christmas  dinner  party  which  was  held 
in  the  Italian  Room  of  the  Dayton  Art 
Institute.  The  table  was  beautifully 
decorated  with  evergreens  and  red 
candles. 

The  program  was  in  charge  of  Mrs. 
Florence  Seibert,  Secretary,  Belmont 
Junior  High  School.  A  number  of  games. 
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in  which  all  participated,  enlivened  the 
occasion.  Several  solos  were  rendered 
by  Miss  Peggy  Altenberg,  a  student  of 
Fairmont  High  School.  Miss  Kathryn 
Everett,  a  teacher  of  Belmont  Junior 
High  School,  chose  to  read  The  Other 
Little  Mustard  Seed  by  Lillian  N.  Shear- 
on.  In  the  presentation  she  made  the 
humor  seem  her  own  and  the  candle-lit 
room  made  a  very  appropriate  setting 
for  the  pathos  and  the  very  human  heart 
interests  of  every  character  in  this  love¬ 
ly  story. 

A  Very  Happy  New  Year  is  wished  by 
all  of  us  to  all  of  you. 

Clara  Moore, 
President. 

«  *  « 

Amid  fall  colors  and  flowers,  97  mem¬ 
bers  of  the  Denver  Clerks  and  Secre¬ 
taries  Association  enjoyed  dinner  to¬ 
gether  in  the  Daniels  and  Fisher  Tea 
Room  on  November  8th  at  6:00  p.m. 

We  were  happy  to  have  with  us  as  our 
guests  of  honor  Dr.  and  Mrs.  Gilbert  S. 
Willey  (Dr.  Willey  is  the  assistant 
superintendent  in  charge  of  elementary 
education),  Mr.  and  Mrs.  James  A.  Hall 
(Mr.  Hall  is  president  of  the  Denver 
Classroom  Teachers  Association),  and 
Miss  Florence  Stubbs,  our  representa¬ 
tive  of  the  leisure  class,  who  was  most 
active  in  the  National  Secretaries  group 
while  secretary  at  North  High  School. 
Bob  Skogg,  a  student  from  South  High 
School,  sang  several  numbers. 

Due  to  a  constant  change  of  clerks  in 
the  elementary  schools,  an  amendment 
to  the  constitution  was  found  to  be  neces¬ 
sary  in  regard  to  the  election  of  presi¬ 
dent  from  the  elementary  school  level. 
This  problem  was  approached  and  solved 
by  a  committee  with  Alberta  Cordier, 
chairman,  ably  supported  by  Gladys 
Bode,  Doris  Bonar,  Laura  Ellwanger, 
Eileen  Flink,  Rita  Putnam,  and  MaBelle 
Spangler. 

*  *  * 

Frances  Manteuffel,  of  Maine  Town¬ 
ship  High  School,  Des  Plaines,  Illineis, 
is  the  reporter  for  the  convention  of  the 
Illinois  Association  of  School  Secre¬ 


taries,  which  was  held  in  Oak  Park  and 
Chicago,  December  29  and  30.  An  inter¬ 
esting  convention  it  must  have  been,  with 
group  discussion  meetings  in  the  ele¬ 
mentary  and  high  school  flelds,  a  visit  to 
the  offices  of  the  Administration  Build¬ 
ing,  a  talk  entitled  "What  the  School 
Secretary  Should  Know  About  School 
Legislation"  by  the  president  of  the  Lake 
Shore  Division  of  the  Illinois  Education 
Association,  and  an  examination  of  the 
night  life  of  Chicago.  Congratulations 
to  the  Illinois  Association  for  allowing 
the  discussion  group  leaders  time  to  pre¬ 
pare  reports  of  the  discussions.  Are 
these  reports  available  to  interested 
Listening-Inners,  Frances? 

*  *  « 

The  Maine  School  Secretaries  Associa¬ 
tion  held  its  annual  meeting  in  Lewiston, 
Thursday,  October  26,  but  we  have  re¬ 
ceived  no  report  on  the  meeting. 

*  *  * 

The  fall  meeting  of  the  Massachusetts 
Association  of  School  Secretaries  was 
held  at  Hotel  Kenmore(  how  many  of  us 
remember  that  ‘coolest  spot  in  town’)  in 
Boston,  October  14.  Miss  Ruth  Evans, 
Acting  Supervisor  of  Health  and  Phys¬ 
ical  Education  in  the  Springfield  Public 
Schools,  talked  on  "Physical  Fitness  for 
Business  and  Professional  Women.”  An¬ 
other  meeting  of  M.A.S.S.  is  scheduled 
for  January  13.  The  program  commit¬ 
tee  of  the  association  is  arranging  to 
have  at  the  January  meeting  an  exhibit 
of  forms  used  in  various  school  systems. 
Secretaries  are  invited  to  send  in  forms 
for  cumulative  records  of  payroll  pro¬ 
cedures,  etc.,  for  other  secretaries  to 
examine. 

*  *  • 

Frances  E.  Rosenthal,  Board  of  Edu¬ 
cation,  Kansas  City,  Missouri,  is  editor 
of  The  Missouri  School  Secretary,  a  very 
newsy  bulletin.  In  the  December  1944 
issue  the  attainment  of  departmental 
status  in  the  Missouri  State  Teachers 
Association  by  the  secretaries  association 
was  reported.  The  Fifth  Annual  Con¬ 
vention  of  the  M.S.A.S.S.  was  held  No- 
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vember  3  and  4  and  was  the  “first  meet¬ 
ing  in  which  the  Association  enjoyed  full 
MSTA  departmental  status.” 

The  high  professional  attitude  taken 
by  the  Missouri  association  toward  this 
accomplishment  is  so  well  expressed  in 
the  editorial  in  the  December  number 
that  I  am  taking  the  liberty  of  quoting 
it  in  full: 

The  Meaning  of  Departmental  Status 

Attainment  of  departmental  status  in 
the  Missouri  State  Teachers  Association 
by  the  Missouri  State  Association  of 
School  Secretaries  has  brought  a  new 
significance  to  our  organization.  Founded 
originally  for  the  professionalization  and 
advancement  of  school  secretaries  of  the 
State  of  Missouri,  the  Association  now 
is  likewise  concerned  with  the  service  it 
can  be  to  the  entire  cause  of  education 
in  Missouri,  with  its  relationship  to 
teaching  and  administrative  groups,  with 
its  role  as  interpreters  not  only  of  indi¬ 
vidual  schools  but  of  all  education. 

No  single  event  could  have  meant  more 
to  the  professionalization  of  the  school 
secretaries  of  Missouri  than  the  recogni¬ 
tion  of  our  association  by  the  all-inclu¬ 
sive  state  educational  organization.  That 
we  may  always  be  worthy  of  this  envi¬ 
able  status  must  be  our  constant  en¬ 
deavor.  Our  thinking  must  be  attuned 
to  our  responsibility  as  an  integral  part 
of  the  all-inclusive  field  of  education. 

Our  service  must  be  constantly  broad¬ 
ened  to  encompass  the  larger  profes¬ 
sional  relationships  which  are  now  ours. 
That  we  have  worked  hard  for  recogni¬ 
tion,  there  can  be  no  question.  Now  that 
this  opportunity  has  come  to  us,  how¬ 
ever,  we  must  accept  the  greater  chal¬ 
lenges  which  have  been  offered  and  must 
discharge  effectively  and  fully  the  re¬ 
sponsibilities  which  our  full  membership 
status  in  the  Missouri  State  Teachers 
Association  entails.  Working  together 
in  education  and  for  education,  our 
opportunities  for  service  are  number¬ 
less.  As  workers,  as  interpreters,  as 
agents  of  public  relations  must  we  ever 
strive  to  dignify  ourselves  as  we  serve 
our  profession. 


From  Missouri  comes  the  news  that 
Martha  Painter,  our  erstwhile  National 
Treasurer,  sent  Christmas  greetings 
from  Cairo.  Martha  was  leaving  for 
Greece  the  very  day  her  cards  were 
mailed,  with  the  reestablishment  of  the 
exiled  government  in  its  native  land.  We 
wonder  whether  the  recent  internal  trou¬ 
bles  of  Greece  have  made  any  difference 
in  Martha’s  plans. 


Elizabth  Teel,  of  Nutley,  New  Jersey, 
is  the  editor  of  the  very  fine  Bulletin  of 
the  New  Jersey  Association  of  School 
Secretaries. 


Many  secretaries  over  the  country  who 
know  Helene  Maulick  will  be  sorry  to 
learn  of  her  illness.  The  New  Jersey 
Bulletin  reports  the  following  about 
Helene: 


It  was  reported  at  the  Annual  Meet¬ 
ing  of  the  New  Jersey  Association  of 
Scrool  Secretaries  held  on  November 
11th,  that  Helene  Maulick,  of  Atlantic 
City,  a  charter  member  of  the  Associa¬ 
tion,  who  served  as  its  first  treasurer 
and  who  in  succeeding  years  continued 
to  give  loyally,  ably,  and  generously  of 
her  time  and  energy  to  the  welfare  of 
the  Association,  has  found  it  desirable 
because  of  illness  to  retire  from  the  ac¬ 
tive  life  of  a  school  secretary.  This  news 
was  received  with  regret  by  the  members 
of  the  Association  and  it  was  the  con¬ 
sensus  of  opinion  that  her  absence  will 
be  a  distinct  loss  to  the  Association  and 
that  her  outstanding  service  to  the  Asso¬ 
ciation  should  be  appropriately  recog¬ 
nized. 

It  was,  therefore,  resolved  that  Helene 
Maulick  be  elected  an  Honorary  Member 
of  the  New  Jersey  Association  of  School 
Secretaries,  and 

It  was  further  resolved  that  this  rec¬ 
ord  be  spread  upon  the  minutes  of  the 
Annual  Meeting,  and  that  the  Secretary 
be  instructed  to  send  to  her  a  copy  of 
this  resolution,  which  carries  with  it  the 
warm  and  friendly  greetings  of  the  mem¬ 
bers  of  the  Association  and  their  best 
(Continued  on  Page  SS) 
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LISTENINC-IN 

(Continued  from  Page  SO) 
wishes  for  her  welfare  and  happiness. 

The  New  Jersey  State  Association  is 
one  of  the  largest  in  the  country.  Their 
membership  as  of  November  27  was  419 
members.  Perhaps  the  following  is  one 
of  the  reasons  for  their  large  member¬ 
ship: 

If  you  were  a  teacher — You  would 
join  the  New  Jersey  Education  Associa¬ 
tion. 

If  you  were  an  elementary  school 
PRINCIPAL — You  would  join  the  New  Jer¬ 
sey  Elementary  School  Principals’  Asso¬ 
ciation. 

If  you  were  a  high  school  principal 
—You  would  join  the  New  Jersey  Sec¬ 
ondary  School  Principals’  Association. 

If  you  were  a  school  nurse — You 
would  join  the  New  Jersey  Association 
of  School  Nurses. 

If  you  were  a  district  clerk  or  busi¬ 
ness  MANAGER — You  would  join  the  New 
Jersey  Association  of  School  Business 
Officials. 

YOU  ARE  A  SCHOOL  SECRETARY 
—YOU  SHOULD  JOIN  THE  NEW 
JERSEY  ASSOCIATION  OF  SCHOOL 
SECRETARIES. 

The  individual  secretary  can  make  lit¬ 
tle  progress  in  matters  of  tenure,  pen¬ 
sion,  higher  standards  for  the  profession, 
higher  salaries,  and  other  matters  of  in¬ 
terest  to  her  individually.  With  an  or¬ 
ganization  including  all  the  school  secre¬ 
taries  in  the  State,  her  voice  becomes 
articulate  and  her  importance  in  the  edu¬ 
cational  system  becomes  better  known 
and  appreciated. 

Through  the  meetings  of  the  Associa¬ 
tion — the  annual  meeting  in  November 
and  the  spring  luncheon  in  May — the 
school  secretary  has  an  opportunity  to 
meet  others  in  the  same  line  of  work  in 
which  she  is  engaged.  An  interchange 
of  ideas  and  broadening  horizons  are  the 
result.  This  cannot  help  but  improve 
the  type  of  service  she  renders  to  her 
community. — N.  J.  Association  of  School 
Secretaries  Bulletin,  September  1944. 


THE  SCHOOL  SECRETARIES 
ASSOCIATION 
Philadelphia,  Pa. 

The  first  meeting  of  the  Executive 
Committee,  with  our  new  President,  Rea 
Lindenberg,  presiding,  was  held  on  Sep¬ 
tember  21.  We  have  an  executive  meet¬ 
ing  on  the  third  Thursday  of  every 
month  in  the  Benjamin  Franklin  High 
School. 

The  School  Secretaries  Association  is 
raising  money  to  keep  the  delegate  fund 
up  to  what  it  should  be  by  selling  Cadet 
Cards.  About  $100  was  made  on  this 
item. 

We  have  been  very  fortunate  in  being 
officially  recognized  by  the  Philadelphia 
Teachers  Association.  Because  of  this 
recognition  we  have  been  included  in  the 
Philadelphia  Teachers  Association  Con¬ 
ference  held  in  December  of  each  year. 
For  the  last  four  years  we  have  enjoyed 
this  privilege  and  have  had  many  good 
speakers.  Our  guest  this  year  was  Dr. 
A.  Oswald  Michener,  Assistant  to  the 
Associate  Superintendents,  who  spoke  to 
us  on  “Education  For  Effective  Living 
in  a  World  at  Peace.”  At  this  meeting, 
one  of  the  best  we  have  ever  had,  there 
were  250  secretaries  present. 

We  have  had  our  membership  drive 
and  are  most  gratified  with  the  results. 
Out  of  a  possible  500  secretaries,  we 
have  406  members  in  our  local  associa¬ 
tion.  This  is  a  wonderful  showing.  We 
have  117  in  the  Pennsylvania  State  Asso¬ 
ciation  and  83  members  in  the  National 
Association. 

On  November  16  we  had  a  very  de¬ 
lightful  tea.  Somehow  or  other  every 
occasion  sponsored  by  the  Association 
seems  to  surpass  the  previous  ones  and 
this  was  no  exception.  The  tables  were 
beautifully  appointed  and  there  were 
about  300  guests  served. 

The  School  Secretaries  Association  suc¬ 
ceeded  in  having  its  name  added  to  the 
list  of  available  workers  for  part  time 
work  at  the  Post  Office  during  the 
Christmas  rush. 

The  Pennsylvania  Association  of  School 
Secretaries  had  its  conference  in  Harris- 
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burg  on  December  28.  The  Philadelphia 
Association  sent  Miss  Lindenberg,  Presi¬ 
dent,  Miss  E.  Madeline  Patton,  Vice 
President,  Miss  Ruth  Solomon,  Business 
Manager,  Louise  Henderson  and  Corinne 
B.  Sproul,  Honorary  President,  to  the 
Convention. 

Certification  was  an  important  matter 
and  was  much  discussed.  Also  the  pros 
and  cons  of  the  single  salary  schedule 
were  considered. 

The  School  Secretaries  Assoication  at 
the  close  of  their  December  Executive 
Meeting  held  a  most  informal  and  de¬ 
lightful  Christmas  Party.  Gifts  were 
exchanged  and  what  a  pleased  bunch  of 
girls  we  were.  Hurrah  for  Saint  Nick! 

If  it  isn’t  too  late  let  us  wish  for  you 
a  most  successful  and  happy  New  Year 
with  a  great  big  VICTORY  for  all  of  us 
long,  long  before  1945  ends. 

Corinne  B.  Sproul, 
Correspondent. 

*  *  * 

The  Philanthropic  Committee  of  the 
Pittsburgh,  Pennsylvania,  Association  of 
School  Secretaries  raised  a  fund  of 
$211.00  for  the  purpose  of  sending  a 
Christmas  package  to  Marines  hospital¬ 
ized  in  the  Marine  Hospital  of  Pitts¬ 
burgh.  The  packages  contained  shaving 
cream,  razor  blades,  after-shave  talc, 
styptic  pencil,  pocket  comb,  hanky,  tooth 
brush,  tooth  paste,  package  of  cigarettes, 
package  of  chewing  gum,  Clark  bar, 
chocolate  mint  pattie,  package  of  home 
made  Christmas  cookies,  an  orange,  an 
apple,  candy  cane,  and  a  game  (playing 
cards;  Pinochle  cards;  crossword  puzzle 
book;  quiz  book;  Believe  It  or  Not,  Rip¬ 
ley  book;  book  of  games;  or  a  three- 
game  card  on  which  one  can  play  check¬ 
ers,  chess,  or  backgammon). 

Along  with  the  packages  was  delivered 
a  batch  of  fudge  made  by  the  girls  of 
the  Home  Economics  Department  of  the 
Baxter  Junior  High  School. 

Enough  of  the  fund  remained  to  pur¬ 
chase  a  good  used  portable  radio-phono¬ 
graph  for  the  hospital. 

This  fund  was  raised  by  donations 
from  the  school  secretaries  and  their 
friends. 


A  delightful  Christmas  party  was  held  I 
by  the  Association  during  December  at 
which  time  light  refreshments  were  |‘ 
served.  ■ 

Recently  the  Pittsburgh  Board  of  Edu-  | 
cation  purchased  152  copies  of  Lois  [: 
Hutchinson’s  Standard  Handbook  for  1  ■ 
Secretaries,  published  by  McGraw-Hill 
Book  Company,  Inc.,  upon  the  recom¬ 
mendation  of  a  committee  of  Pittsburgh 
school  secretaries.  A  copy  of  this  book 
has  been  placed  in  each  school  and  in  fj 
each  department  of  the  Administration 
Building.  r| 

The  second  annual  business  meeting  of 
the  Association  was  held  on  January  16.  ■ 
Some  of  the  most  important  problems 
discussed  were  certification  and  a  new 
single  salary  schedule. 

*  *  *  i 

Apparently  Betty  Zimmerman  is  tire-  i 
less  and  has  endless  enthusiasm  for  our 
work.  She  is  now  president  of  the  Minne-  j 
sota  Association  of  School  Secretaries. 
Sylvia  Brooks  is  president  of  the  Mil¬ 
waukee  Association. 

*  *  * 

We  regret  to  report  the  death  of  Mr.  ; 
Joseph  C.  Sindelar,  who  for  many  years 
has  been  president  of  Beckley-Cardy 

Company  of  Chicago  and  more  recently 

also  president  of  E.  W.  A.  Rowley  Com¬ 
pany  of  Arlington  Heights,  Illinois.  Mr.  | 
Sindelar  passed  away  after  lingering  ef¬ 
fects  of  a  serious  automobile  accident  he  ! 
sustained  last  March.  He  was  born  No-  | 
vember  21,  1885,  and  died  December  1, 
1944.  He  was  widely  known  and  highly 
regarded  in  the  schoolbook  publishing 
and  school  furnishing  fields. 

•  •  * 

The  Utah  secretaries  are  again  work-  | 
ing  for  an  amendment  to  the  State  | 
Teachers  Retirement  Law  which  will  in¬ 
clude  all  non-teaching  employees  of 
school  systems. 

Emma  Hansen,  Granite  School  Dis¬ 
trict,  is  president  of  the  Utah  Associa¬ 
tion  of  School  Secretaries.  The  Utah  | 
secretaries  held  a  successful  convention 
November  4.  Some  eighty  secretaries 
attended  the  general  meeting  in  the 
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Ptnttrotiiig  SmI-O-Soii  Itcks  Mt  ifirt 
SmIs  gcrn-pocktd  cracks  aad  crtvicM 


YOU  can’t  get  lasting  floor  cleanliness 
from  scrubbing  or  mopping.  No  matter 
bow  often  tbe  operation  is  repeated,  scrub¬ 
bing  or  mopping  bring  only  costly,  tem¬ 
porary  cleanliness,  because  they  fail  to 
remove  tbe  hidden  sourcea  of  din — tbe 
cracks,  crevices,  and  open  wood  cells  on 
tbe  surface  of  the  floor. 

You  get  Uuting  cleanliness  when  you  re¬ 
finish  your  floors  with  Seal-O-San.  For 
Seal-O-San  fills  and  seal*  all  cracks  and 
cells  that  harbor  germ-laden  dirt.  It  leaves 
a  beautiful,  wear-resisting  finish  that  pre¬ 


vents  dirt  from  piercing  the  surface — a 
finish  unmarred  by  traffic  lanes  .  .  .  un¬ 
harmed  by  chemicals  or  ink  . . .  easily  kept 
clean  with  a  dry  mop. 

Scrubbed  floors  that  look  clean  can  be¬ 
come  a  menace  to  the  health  of  pupils  who 
come  in  contact  with  the  unclean  surface. 
To  prevent  this  danger,  and  to  be  certain 
that  your  wood  floors  are  continuoutly 
clean,  refinish  with  Seal-O-San — now! 

/KrllNTUKTON^lABSIIiTIIIESk 

mmm  maKtmmm.mmuma  «». 


P-l-H-l-T-R-A-T-l-H-G 
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plpPCIfECT  SEAl  m  riNISH  m  WOOD  FUMS  ^ 


morning.  The  secretaries  were  intrigued 
by  a  lively  sketch  of  the  history  of  the 
National  Association  of  School  Secre¬ 
taries  by  one  of  the  youngest  members 
and  a  discussion  of  Appearance  and  Per¬ 
sonality  in  Business  by  a  representative 
of  a  department  store,  who,  by  the  way, 
had  plenty  of  both. 

The  Salt  Lake  City  Association  gave 
its  annual  reception  for  principals,  super¬ 
intendents,  teachers,  and  visiting  secre¬ 
taries  the  night  before  the  convention. 

•  *  * 

An  Important  Announcement! 

DID  YOU  KNOW  THAT  Louise  S. 
Mull  of  the  Washington,  D.  C.,  local  sec¬ 
retaries  (who  is  doing  such  a  fine  piece 
of  work  in  the  Curriculum  Department 
of  the  public  schools  there)  was  elected 
as  Secretary  of  the  EDUCATION  AS¬ 
SOCIATION  OF  THE  DISTRICT  OF 
COLUMBIA  to  succeed  Catherine  Craw¬ 
ley,  whose  term  expired  last  June? 
Catherine  and  Louise  are  charter  mem¬ 
bers  of  the  NATIONAL. 

A  Bit  of  Verse  for  Reflection 

The  Old  Year  now  has  really  gone 
And  what  have  we  accomplished? 

Don’t  stop  to  think  of  things  gone 
wrong 

That  deed  is  done,  that  time  is  gone. 

So  do  not  mourn  or  start  to  wonder 

Or  try  to  get  the  ear  of  another. 

The  Old  Year  now  has  really  gone 
And  what  have  we  accomplished? 

Don’t  take  the  time  to  dwell  on  that. 

But  start  right  in  to  plan  a  bit 

The  things  you’d  really  like  to  do 

And  hope  this  year  to  see  them 
through. 

— Anonymous,  D.  C.  Secretary. 

D.C.  Secretarial  Dinner  Meeting 
Announcement 

SHOUT  IT  FROM  THE  ROOF-TOP! 
SPREAD  THE  NEWS  AROUND!  There 
is  a  place  in  busy,  wartime  Washington 
where  members  of  the  D.  C.  Public 
Schools  Secretarial  Association  may  en¬ 


joy  a  real  home-cooked  dinner  on  Tues¬ 
day,  January  23,  1945,  at  six  o’clock. 
This  mysterious  Shangra-la  is  the  Pierce 
Hall  Dining  Cafe.  And  there  is  a 
SPEAKER — Miss  Mabel  Cook,  Director 
of  the  District  of  Columbio,  U.  S.  0. 
HOORAY!  Other  doings  too,  so  you 
cannot  afford  to  miss  this  meeting! 


Was  His  Face  Red! 

The  young  man  walked  boldly  up  to 
the  elderly  woman  whom  he  had  mis¬ 
taken  for  the  principal  of  the  finishing 
school.  “May  I  see  Miss  Barker,  please?’’ 
he  asked. 

“May  I  ask  who  you  are?’’ 

“Certainly,  I  am  her  brother.” 

“Well,  well!  I’m  glad  to  meet  you.  I’m 
her  mother.” 


From  the  Church  School 

Can  anyone  tell  me  one  of  the  Ten 
Commandments  that  contains  only  four 
words? 

Bobbie  rose  to  the  occasion  and  shout¬ 
ed — “Keep  off  the  grass.” 


SANFORD’S 

Almost  a  Century  of  PROVEN 
PERFORMANCE  provides  an 
unanswerable  argument  for 
the  Permanence 
and  depend¬ 
ability  of 
Sanford’s 
BLUE  BLACK 
FOUNTAIN 
PEN  INK 


The  import¬ 
ance  o /  your 
rignature  is  re¬ 
flected  in  the 
enduring  qual¬ 
ity  of  the  ink 
you  use. 

Go  to  your  STATIONER 
SANFORD  INK  CO. 

CHICAGO  NEW  YORK 
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that  will  help  keep  Victory  secure 


In  schoolrooms  throughout  the  na¬ 
tion,  the  youth  of  America  are  being 
guided  toward  their  future  peacetime 
tasks.  Educators  are  preparing  them 
to  assume,  with  our  returning  heroes, 
the  responsibilities  and  high  pur¬ 
poses  of  a  lasting  peace.  Sturdy 
American  Seating  Company  school 
equipment  aids  the  progress  of  their 
studies — Universal  tables,  and  seats 
and  desks  that  contribute  to  good 


posture  and  help  conserve  eyesight. 
School  auditoriums  are  provided 
with  attractive  '' American”  chairs. 

Our  present  production  is  almost 
entirely  limited  to  products  needed 
for  war,  and  will  so  continue  until 
final  Victory.  When  peace  comes, 
however,  we  shall  be  ready,  without 
delay,  to  supply  your  needs  for 
the  expanded  educational  programs 
ahead. 
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For  many  years  School  Super¬ 
intendents,  and  Janitors  have  de¬ 
pended  on  Fuller  Brushes  to  keep 
school  rooms  clean  and  attrac¬ 
tive.  Their  quality  is  an  assur¬ 
ance  of  loni;  economical  wear. 

Send  for  Catalog 


Tht  Fvlltr  Brush  Company 

INDUSTRIAL  DIVISION 
SS>»  MAIN  STREET. 
HARTFORD.  CONN. 
TOLEDO,  OHIO  OAKLAND.  CALIF. 
LOS  ANGELES.  CALIF. 


The  AMERICAN  J 

1  CRAYON  COMPANY 

_ 

A  POST-WAR  IDEA 

Ruth  Millett,  a  newspaper  reporter, 
says  secretaries  deserve  gratitude  and 
urges  recognition  for  them. 

Mother’s  Day  is  a  good  idea.  For  at 
least  one  day  out  of  the  year,  mothers 
get  patted  on  the  head  and  told  how  much 
they  are  appreciated.  If  the  gratitude 
is  in  evidence  only  on  that  one  day,  it  is 
still  better  than  nothing. 

Which  brings  up  the  idea  that  there 
is  another  hard- worked,  little-thanked, 
absolutely-necessary  group  of  women — 
the  secretaries  of  the  world. 

Why  don’t  we  establish  a  National 
Secretary’s  Day  for  them? 

On  that  day,  and  by  all  rights  it 
should  be  on  Monday,  the  most  dreaded 
day  of  the  week,  the  world  could  well 
take  off  its  hat  to  the  modern  secretary, 
who  sees  all,  knows  all,  does  all  the 
dirty  work  and  says  nothing. 

National  Secretary  Day  would  be  a 
holiday,  of  course,  but  a  holiday  granted 
only  to  secretaries.  If  the  boss  doesn’t 
have  to  get  down  to  the  office  as  usual, 
some  of  the  benefits  of  the  day  would 
be  lost. 

For,  after  a  day  of  talking  to  every¬ 
one  who  telephones  him,  seeing  everyone 
who  calls,  having  to  actually  do  things 
himself,  instead  of  saying  vaguely,  “You 
just  see  to  that,”  a  man  would  be  in  a 
mood  to  appreciate  the  Miss  Jones  who 
makes  his  business  life  so  simple — and 
who  more  than  doubles  the  amount  of 
work  he  could  do  alone. 

And  there  is  no  reason  for  wives  to 
get  jealous  over  the  secretary’s  having 
a  day  of  glory. 

Chances  are  the  secretary  picked  out 
the  wife’s  birthday  present  on  her  lunch 
hour,  after  reminding  her  boss  that  it 
WAS  his  wife’s  birthday;  that  she  has 
often  had  to  take  much  of  the  disagree¬ 
ableness  left  over  from  an  early  morning 
quarrel  with  the  wife. 

And  her  ability  to  remember  and  keep 
things  straight  may  even  account  for 
the  wife’s  new  piece  of  jewelry. 

Nobody  ought  to  begrudge  secretaries 
a  day  of  praise.  They  earn  it. 
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American-Reed  Craft 
Corporation 
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9  9Uene  A  ..  . 

SCHOOL  SECRETARY 

I  should  most  certainly  remember 
to  remind  my  boss  of  all  the  good 
things  advertised  in  The  National 
Secretary  —  which  would  include 

NESBITT  SYNCRETIZER 
Heating  and  Ventilating  Units 

to  provide  “Perpetual  June  in  the 
Classroom”  for  new  or  remodeled 
school  buildings  .  .  .  And  I  would 
write  to 

JOHN  J.  NESBITT,  INC. 

Holmesburg,  Philadelphia  36,  Pa. 
to  find  out  how  certain  Syncretizers 
already  installed  could  be  easily 
adjusted  to  SAVE  FUEL  in  these 
days  of  stringency. 
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Absorb  less 
ink  —  sove  on 


ribbon  cost 


Cost  Yo«  loss  Through 
Burroughs  Discount  Purchino  Plans 

Buneugha  (p^cial-ienBuIa  roll  pajpmn 
qiru  sharp,  clsoa-cul  tTP*  imprsssiMU. 
ATaUabls  plain  or  carbonisad;  singl*  or 
doublo  wound}  in  any  siso  or  width. 
Soto  monoy  on  cash  rogistor  chock  rolls 
and  dotail  rolls,  adding,  accounting  and 
othor  businoss  machuo  roli  papors, 
through  Burroughs  Discount  Purchaso 
Plans,  Call  your  local  Burroughs  olfico. 
or  writs  diroct  to  BurroMhs  Adding 
Machino  Company,  Dotroit  32.  Michigan. 


Burroughs 
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Definitions 

Teacher:  “Abie,  can  you  tell  me  the 
difference  between  perseverance  and  ob¬ 
stinacy?” 

Abie:  “Sure.  One  is  a  strong  will 
and  the  other  is  a  strong  won’t.” 


Walter  Reed  was  a  famous  doctor  who 
discovered  how  to  kill  mosquitoes  with 
yellow  fever. 

A  detective  is  a  man  who  searches  out 
the  mystery  of  things  in  his  private 
clothes. 

Poetry  is  when  every  line  begins  with 
a  capital  letter. 

An  aorta  is  a  man  who  makes  long 
speeches. 

Emphasis  in  reading  is  putting  more 
distress  in  one  place  than  in  another. 

Chivalry  is  how  a  man  acts  toward  a 
strange  woman. 

The  Bastille  was  a  place  of  refinement 
for  prisoners.  '' 

A  young  cow  is  called  a  calf,  and  gives 
us  calves  jelly. 

The  smallest  fur-bearing  animal  is  a 
caterpillar. 

Ali  Baba  means  being  away  when  the 
crime  was  committed. 

A  grass  widow  is  the  wife  of  a  vege¬ 
tarian. 

An  oboe  is  an  American  tramp. 

A  spinster  is  a  bachelor’s  wife. 

The  Supreme  Court  has  1  chief  justice 
and  8  sociable  justices  and  what  they 
say  goes. 

Three  kinds  of  blood-vessels  are  ar¬ 
teries,  veins,  and  caterpillars. 

A  mosquito  is  the  child  of  black  and 
white  parents. 

The  Red  Sea  and  the  Mediterranean 
are  connected  by  the  Sewage  Canal. 

New  York  stands  on  the  Atlantic  side¬ 
board. 

A  watershed  is  a  sh'3d  in  the  middle 
of  the  sea  where  ships  shelter  during  a 
storm. 


GIRLS  URGED  TO  WEAR 
BLUE  POLKA  DOT  DRESS  TO 
PUT  BOSS  IN  GOOD  HUMOR 
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SCREENS  ESPECIALLY  DESIGNED 
FDR  SCHDDL  NEEDS 


Pictures  projected  on  the 
new  RADIANT  “HY-FLECT” 
Glass  Beaded  Screens,  instead 
of  old,  faded  models  and 
makeshifts,  have  infinitely 
more  brilliance,  depth  and 
color.  Black  and  white  motion 
pictures,  slides  and  slide  films 
show  up  vividly  and  clearly 
with  marked  contrast.  Colors 
take  on  new  depth  and  bril¬ 
liance.  The  reason? — Thou¬ 
sands  of  tiny  glass  optical 
heads  firmly  inbedded  in  the 
snow  white  surface  of  the  im¬ 
proved  RADIANT  Screens 
make  the  startling  difference. 
These  beads  reflect  light  in¬ 
stead  of  absorbinir  it.  Visual 
PORTABLE  DELLXE  MODEL  DS  become  mofe  efficient 

when  u.sed  with  these  perfected  RADIANT  Screens — Student  atten¬ 
tion  and  interest  are  more  effectively  maintained. 

RADIANT’S  Portable  Model  Tripod  Screen,  Model  DS,  permits 
raising  and  lowering  to  ANY  position  by  means  of  the  new  “Auto- 
Lock.”  RADIANT  Screens — especially  designed  for  schools  and  insti- 
.  I  .  tutions — also  include  a 

^  complete  range  of  wall, 

VS  V  Wk  NV  wall  and  ceiling  Screens, 

•  from  30  inches  by  40 

lETTEI  SCIEEHS  EOI  lETTEI  PROJECTION,  inches  to  20  feet  by  20 
/  '  /  >  \  again  ava’I- 

/  I  \  ^  able. 


\\\  J  t/,/ 

RADIANT 


Send  f  or  FREE  Bulletin  . 

Radiant  Manufacturing  Corp., 

1192  W.  Superior  St.,  Chicago  22.  Illinois 
Please  send  me  FREE  complete  Radiant  Screen  Bulletin  aiving  full 
spMiflcations,  features,  prices  of  complete  line  of  Radiant  Tripod.  Wall, 
Ceiling  and  Table  Screens  for  schools,  homes,  clubs,  and  industry. 

Name  .  . . . 

Address  . .  . 

City  .  State  . . 
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You 


Your  success  depends  upon  you. 

Your  happiness  depends  upon  you. 

You  have  to  steer  your  own  course. 

You  have  to  educate  yourself. 

You  have  to  do  your  own  thinking. 

You  have  to  live  with  your  own  conscience. 

Your  mind  is  yours  and  can  be  used  only  by  you. 

You  come  into  the  world  alone. 

You  go  to  the  grave  alone. 

You  are  alone  with  your  inner  thoughts  during  the  journey  between. 
You  must  make  your  own  decisions. 

You  must  abide  by  the  consequences  of  your  acts. 

You  alone  can  regulate  your  habits  and  make  or  unmake  your  health. 
You  alone  can  assimilate  things  mental  and  things  material.^ 

You  may  be  taught  by  a  teacher,  but  you  have  to  imbibe  the  knowledge. 
He  cannot  transfuse  it  into  your  brain.  “ 

You  alone  can  control  your  mind  cells  and  your  brain  cells. 

You  may  have  spread  before  you  the  wisdom  of  the  ages,  but  unless 
you  absorb  it  you  derive  no  benefit  from  it ;  no  one  can  force  it  into  your 
cranium. 

You  alone  can  move  your  own  legs.  ^ 

You  alone  can  use  your  own  arms. 

You  alone  can  utilize  your  own  hands. 

You  alone  can  control  your  own  muscles. 

You  must  stand  on  your  feet,  physically  and  metaphorically. 

You  have  to  be  captain  of  your  own  destiny. 

You  have  to  see  through  your  own  eyes. 

You  have  to  solve  your  own  problems. 

You  have  to  form  your  own  ideals. 

You  have  to  create  your  own  ideas. 

You  must  choose  your  own  speech. 

Y'ou  must  govern  your  own  tongue. 

Your  real  life  is  your  thoughts. 

Your  thoughts  are  of  your  own  making. 

Your  character  is  your  own  handiwork. 

You  have  to  build  your  own  monument — or  dig  your  own  pit. 

WHICH  are  YOU  doing? 

— B.  C.  Forbes 
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MEMBERSHIP 

Belle  S.  Kuehny  Vice-President  in  charge  of  Membership 

You  will  remember  that  last  year  in  my  message  to  you  I  told  you  that  our 
main  objective  for  the  year  would  be  Membership.  We  are  very  happy  to  tell  you 
that  our  membership  last  year  exceeded  that  of  the  year  before  by  approximately  two 
hundred  members. 

Our  last  year's  membership  shows  the  result  of  cooperation.  It  speaks  well 
indeed  for  the  united  efforts  of  all  members.  But  it  is  only  the  beginning  of  what 
we  can  accomplish. 

Won’t  you  be  one  member  who  will  begin  the  year  with  the  determination  to 
bring  in  at  least  one  new  member?  If  you  do  not  have  another  available  near  at 
hand,  go  out  of  your  way  to  hunt  up  one.  There  are,  much  to  our  regret,  still  some 
who  failed  to  renew  their  membership  last  year.  Find  out  where  they  are  and 
bring  them  back  into  the  group.  Some  of  these  days  we’ll  be  getting  together  again 
for  conventions.  In  the  meantime  we  do  not  want  to  lose  touch  with  any  of  our 
membership.  Remember  that  as  individuals  we  work  for  the  good  of  the  whole 
and  that  as  individuals  we  profit  by  what  the  group  accomplishes. 

Keep  in  close  touch  with  your  local  group.  Continue  your  efforts  to  make  each 
local  group  a  part  of  the  national  group.  Not  only  will  your  relationships  in  your 
local  group  deepen,  but  your  friendships  over  the  country  will  increase  as  you  work 
with  those  whose  interests  are  parallel  to  your  own. 

The  war  is  not  over.  There  are  still  many  opportunities  for  us  to  prove  our 
faith  and  courage — our  “stickability”  to  our  jobs  and  loyalty  to  our  profession. 
Let  us  continue  to  put  ourselves  in  a  position  to  gather  inspiration  from  our  National 
Association  so  that  we  may  continue  to  grow  in  service  and  unite  our  purpose 
80  that  bigger  and  better  results  may  come. 

Have  YOU  Sent  your  dollar  to  our  Treasurer? 


When  dealing  with  our  adi'ertiaers,  please  mention  the  National  Secretary 


Everything  You  Need 

is  listed  in  BECKLEY-CARDY’S 

BUYER’S  GUIDE 

It  is  packed  with  almost  5,000  school 
items,  fully  indexed  for  ready  ref¬ 
erence. 

Sarc  time  and  money  by  conanltlnc  the 
Guide  frequently  and  orderinc  your  need* 
from  Beckley-Cardy — the  house  of  depend¬ 
able  serricc  and  better  ralue*. 


•  SEATING  •BULLETIN  BOARDS 

•  FURNITURES.  Files.  Desk*  •SUPPLIES 
•  LABORATORY  FURNITURE  •BOOKS 
•  SHADES  •DIPLOMAS 

•  BLACKBOARDS  •DUPLICATORS 

•  TEACHING  MATERIALS  •ERASERS 


If  you  haven’t  our  Buyer’s  Guide  No.  78, 
write  for  your  copy. 


BECKLEY  -  CARDY  COMPANY 

1632  INDIANA  AVENUE  -  CHICAGO  16.  ILL. 


SECTIONAL  AND  STATE  CHAIRMEN 

SECTION  I :  Miss  Madelyn  Ballard,  Foxcroft  Academy,  Dover-Foxcroft,  Maine. 

Rhode  laland — (Chairman  to  be  appointed  by  sectional  chairman). 

VermoRf^ — Miss  Harriette  Wheeler,  31  N.  Williams  St.,  Burlington,  Vermont. 
Maasachyietts — Miss  Phoebe  A.  Bell,  Newton  Trade  School,  Newtonville. 

CoMROCticiif — Miss  Mildred  A.  Bristol,  Board  of  Education,  Southington. 

New  Hampshire — Miss  Betty  St.  Onge,  Board  of  Education,  Nashua. 

Maine — Miss  Marion  Stone — Board  of  Educatiin,  Augusta. 

SECTION  2:  Miss  Eunice  Bounds,  Board  of  Education,  Wilmington,  Delaware. 

New  Jersey — Miss  Florence  Carretson,  Scotch  Plains  High  School,  Scotch  Plains. 

New  York — (Chairman  to  be  appointed  by  sectional  chairman). 

Delaware— Mrs.  Helen  W.  Kirkley,  School  Aoministration  Bldg.,  Wilmington  9. 
Maryland — (Chairman  to  be  appointed  by  sectional  chairman). 

Washington,  D.  C. — Miss  M.  Alvina  Carroll,  Franklin  Administration  Bldg.  *  ■ 

SECTION  3:  Miss  Ann  Kohute,  Dickson  City  ScHkxjIs,  Dickson,  Pennsylvania. 

Pennsylvania : 

Eastern  District — Mrs.  Ruth  Roberts,  County  Superintendent’s  Office,  Bloomsburg 
Western  District — Miss  Kathryn  E.  Herzog,  Letsche  School,  1  520  Cliff  Street 

Pittsburgh  (19). 

Virginia — Miss  Frankie  Anderson,  Nathaniel  Bacon  School,  Richmond. 

West  Virginia- — Miss  Madge  Fultineer,  Weston  High  School,  Weston. 

SECTION  4:  Miss  Sara  Milner,  Girls  High  School,  Atlanta,  Georgia. 

North  Carolina — Mrs.  Ruth  C.  Blythe,  Rocky  Mount  Public  Schools.  Rocky  Mount. 
South  Carolina — (Chairman  to  be  appointed  by  sectional  chairman). 

Georgia — Miss  Katherine  Chapell,  Board  of  Education,  Dublin. 

Florida- — -Mrs.  Louise  Warren,  Miami  Senior  High  School,  Miami. 

Alabama — (Chairman  to  be  appointed  by  sectional  chairman). 

Tennessee — (Chairman  to  be  appointed  by  sectional  chairman). 

Kentucky — Miss  Artna  Cathryn  Foster,  Daviess  Co.  Bd.  of  Ed.,  Owensboro. 

SECTION  5:  Miss  Mildred  Earner,  Bd.  of  Ed.,  Findlay,  Ohio. 

Ohio — Mrs.  Thelma  Eversole,  Lima  Public  Schools,  Box  899,  Lima. 

Illinois— M  rs.  Lorene  Meeker,  Illinois  State  Normal  University,  Normal,  Illinois.  I 
Indiana— Miss  Mary  E.  Bowers,  Bd.  of  Ed.,  Crawfordsville. 

Iowa — Miss  Agnes  Hansen,  Cedar  Falls  Public  Schools,  Cedar  Falls. 

SECTION  6:  Miss  Dorothy  Nieman,  River  Rouge  High  School,  River  Rouge,  Mich. 
Wisconsin — Miss  Betty  Zimmerman,  Steuben  Junior  High  School,  Milwaukee. 

Michigan — Miss  Ora  Stanbery,  467  W.  Hancock  Street,  Detroit  1. 

Minnesota- — Miss  Helen  Lund,  5141  First  Avenue,  South,  Minneapolis. 

North  Dakota — (Chairman  to  be  appointed  by  sectional  chairman). 

South  Dakota — Miss  Carrie  M.  Voight,  Lead  Public  Schools,  Box  879,  Lead. 

SECTION  7:  Mrs.  Alice  Teegarden,  Stivers  High  School,  Dayton  3,  Ohio. 

Missouri — Mrs.  Adeline  Fangman,  702  So.  Kirkwood  Road,  Kirkwood  22.  .i 

Kansas — Marcella  Yoho,  Wichita  High  School,  East,  Wichita.  I 

Arkansas — Mrs.  Annie  Lange,  406  North  Pines,  Little  Rock. 

Mississippi — (Chairman  to  be  appointed  by  sectional  chairman). 

Louisiana — Edna  Mae  Nicholson,  Lafayette  School,  New  Orleans. 
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iON  8:  Miss  Emma  Hansen.  Bd.  of  Ed.,  Granite  School  Dist.,  Salt  Lake  City,  Utah. 

I  Utah — Miss  Billie  Cockerill,  Cyprus  High  School,  Magna, 
g  Colorado  Miss  Olga  E.  Oakes,  414  -  14th  Street,  Denver  2. 

Wyoming — Miss  Grace  Ruegsegger,  Bd.  of  Ed.,  Laramie. 

%  Montana  Miss  Elizabeth  Connelly,  Public  School  District  No.  2,  Billings. 

I  Nebraska  Miss  Edith  M.  Cook,  South  High  School,  Omaha. 

I  Idaho — (Chairman  to  be  appointed  by  sectional  chairman). 

I 

CTION  9:  Mrs.  Grace  B.  Holt,  Phoenix  Union  High  School,  Phoenix,  Arizona. 

"  Texas — (Chairman  to  be  appointed  by  sectional  chairman). 

i 

Oklahoma  Miss  Pauline  Eisenhood,  Capitol  Hill  Jr.  High  School,  Oklahoma  City. 

:!■  Arizona  Miss  Marion  Elliott,  342  W.  Willetta,  Phoenix,  Arizona. 

•ft 

V  New  Mexico  Mrs.  Alice  Bullock,  Curriculum  Div.,  Dept,  of  Ed.,  Santa  Fe. 

t  1 

jilCTION  10:  Mrs.  Helen  Bingham,  7003  Arbutus  Avenue.  Huntington  Park,  Calif. 
California  Miss  Emma  Allen,  551  I  Clybourn,  North  Hollywood. 

V  Washington  Miss  Mary  Frank,  Wenatchee  High  School,  Wenatchee. 

I*  Oregon  Miss  Bernice  Weberg,  Commerce  High  School,  Portland. 

I  Nevada  Miss  Doris  Bond,  420  So.  5th  St.,  Las  Vegas. 


NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Application  for  Membership 


Nami':  (Mrs.,  Miss,  or  Mr.) . 

anic  of  School . Address. 


osition  in  School  System:. 


Name  of  member  turning  in  this  new  application: 


(.Not  iifccusury  uiilesa  you  wisli  to  yive  it) 


:  (Forward  this  application,  with  one-dollar  for  annual  dues,  to  Belle  S.  Kuehny, 
Woodrow  Wilson  High  School,  2839  North  Eastern  Avc.,  Los  Angeles,  32,  Calif.). 


CHECK 


Before  Pearl  Harbor  a  check 
mark  meant  O.  K.,  correct,  or  com¬ 
pleted  satisfactorily,  but  nowadays 
few  things  can  be  so  marked. 

HAMMETT  SERVICE 
however,  still  rates  your  ().  K. 


Many  .staple  items  have  gone  to  war,  while  others  take  a 
long  time  to  procure  from  the  various  producers.  Even  tho.se  | 
items  which  we  manufacture  in  our  own  factories  arc  sub¬ 
ject  to  delay  due  to  shortages  of  manpower  and  materials. 

But  we  are  .searching  con.stantly  for  satisfactory  replace¬ 
ments  for  items  that  are  temporarily  not  available,  and  arc  | 
working  harder  and  at  longer  hours  ourselves,  in  our  earnest 
endeavor  to  remain  worthy  of  the  faith  and  confidence 
which  you,  and  those  who  went  before  you,  have  reposed  in  ^ 
us  for  more  than  eighty  years. 

f 

For  Class  Room  Supplies,  Craft  Materials,  Maps  and  ^ 
Globes,  Kindergarten  .\ids,  and  all  standard  brands  of  Art 
Materials,  you  can  .still  check  us  with  the  O.  K.  mark. 

i 

J.  L.  HAMMETT  COMPANY 

Cambridge  and  Boston,  Mass. 

Newark,  N.  J.,  Syracuse,  N.  Y. 

School  Supplies  for  over  eighty  years 


When  dealing  with  our  adi'vrtiners,  please  mention  the  National  Secretary 


